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b INTRODUCTION

A General Information

1.

Leon County is requesting proposals from qualified firms of certified public accountants
to audit three years of financial statements commencing with the fiscal year ending
September 30, 2010, with the option of auditing the financial statements for each of the
four subsequent fiscal years (seven years maximum). These audits are o be
performed in accordance with generally accepted auditing standards, the standards for
financial audits set forth in the United States General Accounting Office's (GAQ)
Government Auditing Standards (1994}, the provisions of the federal Single Audit Act of
1996, United States Cffice of Management and Budget (OMB) Circular A-133, the
Florida Single Audit Act of Florida Statute 215.97, and the Audits of State and Local
Governments as well as the following additional requirements:

- Florida Statute 218.39
- Florida Statute Section 11,45
- Chapter 10.550, Rules of the Auditor General, Local Governmental Entity Audits
- Additionai Court Costs--Florida Statute 938.05 and 939.185
- Hunting/Fishing Licenses---Florida Statutes 370.06 and 372.561
- Landfill Closure Costs---Florida Administrative Code 62-701.630
- County Court-Related Functions Expenditures---Florida Statute 29.0085
- State of Florida Local Government Financial Reporting, Bureau of Accounting,
. Department of Financial Services

Leon County is a political subdivision of the State of Florida. Leon County had an
estimated 2009 population of 274,803 residents. Tallahassee is the only city in the
County. Leon County covers a land area of 702 square miles and is located in north
Florida midway between Jacksonville and Pensacola. The Georgia state line is the
northern boundary of the County.

The County operates under a comrmissionfadministrator form of government, with a
governing board consisting of seven county commissioners; two are elected at-large
while five are elected from specific districts. They are elected to staggered four-year
terms. During the November 2002 elections, the voters of Leon County approved a
referendum adopting a Charter for the County.

In addition to the Board of County Commissioners, there are five independently elected
constituticnal officers as follows:

Clerk of the Circuit Court
Property Appraiser
Sheriff

Supervisor of Elections
Tax Collector

All of the Constitutional Officers and County Commissioners are governed by and
derive their operating autherity from the Constitution and laws of the State of Florida.
There is also a County Attorney reporting dlrectly to the Board of County
Commissioners.

Section 11.45, Florida Statutes, requires an annual financial audit of all County
agencies. Section 11.45 defines a financial audit as an examination of financial
statements in order to express an opinion on the fairness with which they-present N

Fe
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financial position, results of operations, and changes in financial position in conformity
with generally accepted accounting principles and an examination to determine whether
operations are properly conducted in accordance with legal and regulatory
requirements. Section 218.32(1)(a) also requires "The county audit shall be one
document which shall include a separate audit of each county agency" and further
requires that "The County audit shall be a single report".

3. In order to assist the proposal development, the total County government is more fully
described as follows:

a.  Board of County Commissioners. The officials are an independently elected
seven member Board as established by Article VIII, Section 1(e), of the Florida
Constitution. Generally, the Board adheres to the accounting principles,
standards and procedures prescribed by the State of Florida, Office of the
Comptroller, Department of Banking and Finance, Bureau of Local Government
Finance, as set forth in the Uniform Accounting System manual which closely
conforms to the publication of the National Committee on Governmental
Accounting entitled, Governmental Accounting, Auditing and Financial Reporting

- (GAAFR), other promulgations of The National Council on Governmental
Accounting, and the Industry Audit Guide for State and Local Governments
. published by the American Institute of Certified Public Accountants (AICPA).

The Board appoints a County Administrator to administer all policies emanating
from its statutory powers and authority.

The Clerk of the Circuit Court is the chief financial officer of the County. The
Clerk is ex-officio Clerk to the Board of County Commissioners, Auditor, Recorder
and Custodian of all County funds as provided by Article VIII, Section 1(d), of the
Florida Constitution. Accounting records and minutes of official Board actions
are prepared and maintained by the Clerk of the Circuit Court. Governmental
funds are accounted for on the madified accrual basis of accounting. Proprietary
funds are accounted for on the full accrual basis.

Included within the audit of the Board of County Commissioners shall be those
dependent special districts, authorities, hoards and cammissions who fall within
the definitions outlined in the Governmental Accounting Standards Board (GASB)
Statement Number 14, and as amended by GASB Statement .

b.  Clerk of the Circuit Court. This officer is independently elected as established by -

" Article V, Section 16, and Article VIll, Section 1(d) of the Flarida Canstitution.
The office is a separate entity for financial reporting purposes as provided by
Chapter 218, Florida Statutes. -Financial cperations are conducted on the
modified accrual basis of accounting. The operations of the office are governed
primarily by Chapter 28, Florida Statutes. The Clerk parforms the duties of Clerk
to the Board as a budget officer, with funding provided by the Board in the form of
operating transfers for the county fiscal year ending September 30™. In return,
the Clerk is responsible for the collection of revenues within the jurisdictional area
of the Clerk, and for the subsequent remittance of such collections to the Board
of County Commissioners. The Clerk performs the duties of Clerk of the Circuit
Court as a budget officer, wherein revenues callected by the office are distributed
to the state. The state provides an appropriation to the Clerk for the judicial
functions of the Clerk based on the state fiscal year ending June 30"

c.  Property Appraiser. This officer is independently elected as established by Article
VIIL, Section 1(d) of the Florida Constitution. The office is a separate entity for

W
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financial reporting purposes as provided by Chapter 218, Florida Statutes. The
Property Appraiser is not a fee officer as defined in Section 218.31(8), Florida
Statutes, but rather derives funding by allecating current year budgeted
appropriations among each of the entities levying ad valorem taxes during the
preceding year (with the exception of the District Schocl Board and municipalities
which are apportioned to the County) by the ratio of taxes levied by that entity to
total taxes levied by all taxing entities. Financial operations are conducted on the
medified accrual basis of accounting.

d.  Sheriff. This officer is independently elected as established by Article VIIi, section
1(d), of the Florida Constitution. The office is a separate entity for financial
reporting purposes as provided by Chapter 218, Florida Statutes. The Sheriff is

" not a fee officer as defined in Section 218.31(8), Florida Statutes and therefore
operates as a budget officer, with funding provided by the Board in the form of
operating transfers. In return, the Sheriff is responsible for the collection of
revenues within the jurisdictional area of the Sheriff, and for the subsequent
remittance of such collections to the Board of County Commissioners. Financial
operations are conducted on the modified accrual basis of accounting. The
operations of the office are governed primarily by the provisions of Chapter 30,
Florida Statutes.

e.  Supervisor of Elections. This officer is independently elected as established by
Article VIII, Section 1(d), of the Florida Constitution. The office is a separate
entity for financial reporting purposes as provided by Chapter 218, Florida'
Statutes. The Supervisor of Elections is not a fee officer as defined in Section
218.31(8), Fiorida Statutes and therefore operates as a budget officer, with
funding provided by the Board in the form of operating subsidies. Inreturn, the
Supervisor of Elections is responsible for the collection of revenues within the
jurisdictional area of the Supervisor of Elections, and for the subsequent
remittance of such collections to the Board of County Commissioners. Financiai
operations are conducted on the modified accrual basis of accounting. The
Supervisor of Elections is the official custodian of the Books of Registration, with
exclusive control of matters pertaining to registration of electors and the
administration of elections.

f. Tax Collector. This officer is independently elected as established by Article Vill,
Section 1(d), of the Florida Constitution. The office is a separate entity for
financial reporting purposes as provided by Chapter 218, Fiorida Statutes. The
Tax Collector is a fee officer as defined in Section 218.31(8), Florida Statutes and
therefore operates on funding provided from the collection of fees for services
provided. Financial operations are conducted on the modified accrual basis of
accounting.

4. Costs for developing and presenting submittals in response to this Request for
Proposals are entirely the obligation of the proposer and shall not be chargeable in any
manner to Leon County.

There is no expressed or implied obligation for Leon County to reimburse responding
firms for any expenses incurred in preparing proposals in response to this request.

5.  Leon County reserves the right to reject any proposal which may be considered
irregular, show serious omission, unauthorized alteration of form, unauthorized alternate
propesals, any proposal submitted after 2:00 PM, May 21, 2010, ar incomplete
‘proposals. :



Attachment #
Leon County, Florida Page 7 of %J

Request For Proposals For Audit Servnces BC-05-21- 10-29
Due Date: May 21, 2010

Leon County reserves the right to accept or reject any and all proposals and to waive all
nonmaterial irregularities in any or all proposals submitted.

6. All questions concerning this proposai shall be directed in writing to:
Keith Roberts
Purchasing Director
2248 Miccosukee Road
Tallahassee, FL 32308
Facsimile: (850) 606-1601.

Each Vendor shall examine the request for proposal documents carefully; and, no later than
seven days prior to the date for receipt of proposals, he shall make a written request to the
County for interpretations or corrections of any ambiguity, inconsistency or errar which he may
discover. All interpretations or corrections will be issued as addenda. The County will not be
responsible for oral clarifications. No negotiations, decisions or actions shall be initiated or
executed by the proposer as a result of any discussions with any County employee prior to the
opening of proposals. Only those communications which are in writing from the County may
be considered as a duly authorized expression on the behalf of the Board.

Also, only communications from firms which are in writing and signed will be recognized by
the Board as duly authorized expressions on behalf of proposers.

7. To be considered, one original, six (6) copies of the proposal, and an electronic version
of proposal (pdf format) on a compact disc shall be delivered to:

Leon County Purchasing Division
2284 Miccosukee Road
Tallahassee, Florida 32308

for receipt no later than May 21, 2010, at 2:00 P.M. Proposals must be submitted in a
sealed envelope ciearly marked with the name of the audit firm and the Proposal
Number BC-05-21-10-29. The sealed proposals will be publicly opened shortly
thereafter.

8. Proposals may not be withdrawn after this time or within the ensuing sixty (60) day
period. Proposals may be withdrawn prior to May 21, 2010, at 2:00 P.M. if so requested
in writing. Proposals received after this time will not be considered.

9. A pre-proposal conference is scheduled at 2:00 P.M. on Wednesday, May 12, 2010, in
the Finance Conference Room, Suite 450, Bank of America Building, 315 S. Cathoun
Street, Tallahassee, Florida 32301 to respond to any questions you may have about
the RFP.

After this pre-proposal conference, any inquiries concerning the Request for Proposals
should be directed as stated in paragraph 6 above.

10.  Contact with Leon County personnei other than Keith Roberts or David Reid (only as
stated in Section Ill, paragraphs B and K) regarding this RFP may be grounds for
elimination from the selection process.

Prohibited Communications: Any Form of communication, except for written
correspondence, shall be prohibited regarding a particular request for proposal, request
for qualification, bid, or any other competitive solicitation between:

1. Any person or person’s representative seeking an award from such competitive

4 2
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11.

12.

solicitation; and

2. Any County Commissioner or Commissioner’s staff, or any county employee
authorized te act on behalf of the Commission to award a particular contract,

For the purpose of this section, a person's representative shall include, but not be
limited to, the person’s employee, partner, officer, director, consultant, lobbyist, or any
actual or potential subcontractor or consuitant of the person.,

The prohibited communication shall be in effect as of the deadline to submit the
proposal, bid, or other response to a competitive solicitation.

The provisions of this section shall not apply to oral communications at any public
proceeding, including pre-bid conferences, oral presentations before selection
committees, contract negotiations during any public meetings, presentations made to
the Board, and protest hearings. Further, the provisions of this section shall not apply
1o contract negotiations between any employee and the intended awardee, any dispute
resolution process following the filing of a protest between the person filing the protest
and any employee, or any written correspondence with any employee, County
Commissioner, or decisich-making board member or selection committee member,
untess specifically prohibited by the applicable competitive solicitation process.

The provisions of this section shall terminate at the time the Board, or a County
department authorized to act on behalf of the Board, awards or approves a contract,
rejects all bids or responses, or otherwise takes action which ends the solicitation
process. :

The penalties for an intentional violation of this article shall be those specified in
125.69(1), Florida Statutes, as amended, and shall be deemed supplemental to the
penalties set forth in Section 1-9 of the Code of Laws, Leon County, Florida.

Proposals submitted will be evaluated by an auditor selection committee, created
pursuant to the provisions of Section 218,391, Florida Statutes, with membership
consisting of the following Constitutional officers or their designees;

a. Clerk of the Circuit Court

b. Property Appraiser

c. Sheriff

d. Supervisor of Elections

e. Tax Collector ‘

f. One member of the Board of County Commissioners or its designee

In addition, a representative of the Leon County Purchasing Division may provide
advice and assistance to the committee regarding the process.

During the evaluation process, the Auditor Selection Committee and Leon County
reserve the right, where it may serve the best interests of Leon County, tc request
additional information or clarifications from proposers, or to allow corrections of errors
or omissions. At the discretion of Leon County or the Auditor Selection Committes,
firms submitting proposals may be requested to make oral representations as part of
the evaluation process.

Leon County reserves the right to retain all proposals submitted and to use any idea in a
proposal regardiess of whether that proposal is selected. Submission of a proposal
indicates acceptance by the firm of the conditions contained in this request for
proposals, uniess clearly and specifically noted in the proposal submitted and confirmed
.

(29
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in the contract between Leon County and the firm selected.

13.  Since the receipt of more than one proposal is anticipated, L.eon County will follow the
provisions of Section 218,391, Florida Statutes, which states in part:

if compensation is not one of the factors established pursuant to paragraph (3)(a) and
not used to evaluate firms pursuant to paragraph (3)(e), the governing body shall
negotiate a contract with the firm ranked first. If the governing body is unable to
negotiate a satisfactory contract with that firm, negotiations with that firm shall be
formally terminated, and the board shail then undertake negotiations with the
second-ranked firm. Failing accord with the second-ranked firm, negotiations shall then
be terminated with that firm and undertaken with the third-ranked firm. Negotiations with
the other ranked firms shall be undertaken in the same manner. The governing body,
in negotiating with firms, may reopen formal negotiations with any one of the three
top-ranked firms, but it may not negotiate with more than one firm at a time.

14.  Itis anticipated that ranking of firms will occur at the County Commission Meeting
scheduled to be held on Tuesday, June 22, 2010, in the County Commission Chambers
iocated at 301 S. Monroe Street Tallahassee, Florida 32301. Firms being ranked
should attend this meeting and may be requested to make oral presentations. The
negotiation process and approval and execution of the contract will follow this ranking.

Term of Engagement

A three year contract is contemplated, subject to the annual review and recommendation of
the Auditor Selection Committee, the satisfactory negotiation of terms (including a price
acceptable to both the County and the selected firm), the concurrence of the County
Commission and the annual availability of an appropriation. The contract will be further
subject to the receipt of notification on or before July 1 in any fiscal year that the State of
Florida, Office of the Auditor General has decided to perform a financial audit for that fiscal
year, as provided in Section 11.45, Florida Statutes. The contract will contain a provision
allowing L.eon County to renew twice for two subsequent years, subject to the above
conditions.

Joint Ventures/Subcontracting

Firms submitting proposals are encouraged to consider subcontracting portions of the
engagement to small audit firms or audit firms owned and controlled by socially and
economically disadvantaged individuals. Any proposed subcontracting must be clearly
identified in the initial proposal, including the name of the firm and all other information as
required of the principal firm in this request for proposals. Leon County reserves the right to
reject any proposed subcontractors. Following the award of the audit contract, no additional
subcontracting will be allowed without the express prior written consent of Leon County.

i NATURE OF SERVICES REQUIRED

A

Scope of Work to be Performed

Leon County desires the auditor to express an opinion on the fair presentation of its general
purpose financial statements in conformity with generally accepted accounting principies.

These audits are to be performed in accordance with generally accepted auditing standards,
the standards for financial audits set forth in the United States General Accounting Office's
(GAQ) Government Auditing Standards-, the provisions of the federal Single Audit Act, the
United States Office of Management and Budget (OMB) Circular A-133, the Florida Single
Audit Act of Florida Statute 215.97, and the Audits of State and Lacal Governments as well as
2
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the following additional requirements:

Florida Statute 218.39

Florida Statute Section 11.45

Chapter 10.550, Rules of the Auditor General Local Governmental Entity Audits

Additional Court Costs---Florida Statute 938.05 and 939.185

Hunting/Fishing Licenses---Florida Statutes 370.06 and 372.561

Landfill Closure Costs---Florida Administrative Code 62-701.630

County Court-Related Functions Expenditures---Florida Statute 29,0085

State of Florida Local Government Financial Reporting, Bureau of Accounting, Department of
Financial Services

B.  Auditing Standards and Requirements to be Followed

To meet the requirements of this request for proposals, the audit shall be performed in
accordance with generally accepted auditing standards as set forth by the American Institute
of Certified Public Accountants, the standards for financial audits set forth in the United States
General Accounting Office's (GAO) Government Auditing Standards , the provisions of the
federal Single Audit Act, the United States Office of Management and Budget (OMB) Circular
A-133, the Florida Single Audit Act of Florida Statute 215.97, and the Audits of State and
Local Governments; Section 11.45, Florida Statutes; Chapter 10.550, Rules of the Auditor
General Local Governmental Entity Audits; and any other required standards that are or
become applicable.

C. Reports to be Issued

Following the completion of the audit of each fiscal year's financial statements during the term
of the contract, the auditor shall issue:

1. Areport on the fair presentation of the financial statements in conformity with generally
accepted accounting principles. In addition to the report for the County as a whole, a
separate report is required for the Board of County Commissioners, each of the five
constitutional officers, and the Comprehensive Annual Financial Report (CAFRY).

2. Areport on the internal control structure based on the auditor's understanding of the
control structure and assessment of control risk.

3 A report on compliance with applicable laws and regulations,

4. A report on the fair presentation of Supplementary Information Schedules of Federal,”
State, and Local Financial Assistance in relation to the financial statements of the
County taken as a whole.

5. Areport on the internal control structure used in administering federal, state and local
financial assistance programs.

6. A report on the compliance with laws and regulations refated to major and non-major
federal, state, and local financial assistance programs. This report should include an
opinion on compliance with specific requirements applicable to major federal financial
assistance programs, a report on compliance with general requirements applicable to
major federal financial assistance programs, and a report on compliance with laws and
regulations applicable to non-major federal financial assistance program transactions
tested.

7. Any other attestations and certifications as may be required by Florida Statutes or
Florida Administrative Code. This includes, but is not limited to:
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a. A report on the fair presentation of the Schedule of Other Cash and Investments
of the Solid Waste System Fund to compiy with rule 62-701.630 of the Florida
Administrative Code.

b.  Areport on the fair presentation of the Statement of Revenues and Expendltures
and Allocation of Funds - Addltlonal Court Costs. ‘

c. A certification on the fair presentation of the Statement of County Funded Court
Related Functions in accordance with the provisions of Section 29.0085, Florida
Statutes. :

d. A certification on the fair presentation of the Assessment of Addittonal Court
Costs in accordance with the provisions of Section 939.185, Florida Statutes.

e.  Areport on the fair presentation of the Clerk of the Circuit Court Compliance
Control Questionnaire.

f. Management letter.

In the required report(s} on internal controls, the auditor shall communicate any
reportable conditions found during the audit. A reportable condition shall be defined as
a significant deficiency in the design or operation of the internal control structure, which
could adversely affect the organization's ability to record, process, summarize, and
report financial data consistent with the assertions of management in the financial
statements. In addition, the audit reports should include all necessary components and
disclosures required by the applicable Rules of the-Auditor General.

Reportable conditions that are also material weaknesses shall be identified as such in
the report,

Non-reportable conditions discovered by the auditors shall be reported in a separate
letter to management, which shall be referred to in the report(s) on internal controls.

Separate reports shall be issued for the Board of County Commissioners and each
constitutional officer.

The reports on compliance shall include all instances of noncompliance with applicable
laws and regulations.

irregularities and illegal acts:

The auditor shall be required to make an immediate, written report of all
irregularities and illegal acts or indications of illegal acts of which they become
aware to the Finance Director, to the elected official responsible for the
operations of the unit of the County being audited, and then, when appropriate, to
the next higher authority in the organization.

Reporting to the Clerk of the Circuit Court:

The auditors shall assure themseives that the Clerk of the Circuit Court is
informed of each of the following:

1. The responsibilities of the auditor under generally accepted auditing
standards.

2. Significant audit adjustments.

3. Difficulties encountered in performing the audit.
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D. Special Considerations

1. Leon County will send its comprehensive annuat financial report to the Government
Finance Officers Assaciation of the United States and Canada for review in the
Certificate of Achievement for Excellence in Financial Reporting Program. It is
expected that the auditor will provide any special assistance necessary to ensure that
Leon County continues to meet the requirements of that program. Leon County has
received this award since September 30, 19986,

2. Leon County may prepare one or more official statements in connection with the sale of
debt securities which will contain the general purpose financial statements and the
auditor's report thereon, The auditor shall be required under the contract, if requested
by the financial advisor and/or the underwriter, to issue a "consent and citation of
expertise” as the auditor, and any necessary "comfort letters.”

3. Leon County has determined that it does not meet the threshold for assignment of a
cognizant agency in accordance with the provisions of the federal Single Audit Act of
1996 and the provisions of the United States Office of Management and Budget {(OMB)
Circular A-133, Audits of State and Local Governments. Leon County has determined
that the Florida Housing Finance Corporation is the Coordinating Agency in accordance
with the provisions of the Florida Single Audit Act, Section 215.97, Florida Statutes for
Leon County's fiscal years ending in 2009, 2010, and 2011,

4.  The schedule of federal, state, and iocal financial assistance and related auditor's
report, as well as the reports on the internal control structure and compllance are to be
issued as part of the comprehensive annual financial report.

5. The audit requirements of the.Single Audit Act shall be performed on all federal, state,
and local financial assistance programs.

6.  The auditor will be required to prepare the required financial statements and the
accompanying notes for the Board of County Commissioners, Clerk of the Circuit Court,
Property Appraiser, Sheriff, Supervisar of Elections, and Tax Collector. The Clerk of
the Circuit Court, Finance Department will prepare the letters of transmittal, MD & A,
and statistical sections of the comprehensive annual financial report.

7. Leon County is interested in developing the ability to produce financial statements
internally. To this end, the auditor should be prepared to assist the County in the
development of this capability, including the review and recommendation of any
necessary improvements to the financial reporting system.

8. The County is progressive in its attitude toward new accounting standards. Early
implementation is practiced when recommended. The auditor should be able to provide
guidance and assist in the implementation of current changes in governmental
accounting standards.

Q. As required by the provisions of Chapter 10.550, Rules of the Auditor General, the
auditor shall review the Annual Financial Report of Units of Local Government (which is
required to be completed pursuant to the provisions of Section 218.32, Florida
Statutes), in order to ensure it is in agreement with the audited financial statements.

10.  Alist of findings and other weaknesses with responses from the most recent financial
statement audit of Leon County are attached to this document (Appendix A). Of those
findings and other weaknesses, management believes that all the issues have been
resolved.

)
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11.  The auditor shall be required to provide a compact disc and (45) copies of the
Comprehensive Annual Financial Report, (5} original, and also, (35) copies of a report
on the financial statements, internal control and compliance in accordance with the
audit guide and standards for compliance with the Federal and Florida Single Audit
Acts, as may be required. Finally, (5) copies of the audit on the Constitutionals are
required. In addition to the above copies, (1) camera ready copy of each report is also
required.

E. Working Paper Retention and Access to Working Papers

Alt working papers and reports must be retained, at the auditor's expense, for a minimum of
five years after release of the audit, unless the firm is notified in writing by Leon County of the
need to extend the retention period.

The auditor will be required to make working papers available, upon request, without charge,
to the following parties or their designee:

Leon County

United States Department of Health and Human Services

United States General Accounting Office (GAQ)

Parties designated by the federal or state governments or by Leon County as part of an
audit quality review process

Auditors of entities of which the County is a sub-recipient of grant funds

In addition, the firm shall respond to the reasonable inquiries of successor auditors and afiow
successor auditors to review working papers relating to matters of continuing accounting
significance.

[ll.  DESCRIPTION OF THE GOVERNMENT

A.  Name and Telephone Number of Contact Person Key Personnel
The auditor's principal contact with Leon County will be David Reid, Finance Director,
(850) 577-4020 or a designated representative, who will coordinate the assistance provided
by Leon County to the auditor.

A list of key personnel are attached as Appendix B. These individuals are not to be contacted
during the RFP process as noted in section .A.10.

B. Background Information

Leon County serves an area of 702 square miles with a population of 274,803. Leon County's
fiscal year begins on October 1 and ends on September 30 with the exception of the courts
function of the Clerk. The County operates under a commissionfadministrator form of
government and provides & full range of governmental services contemplated by state law
and local ordinance, including pubiic safety, transportation, physical environment, economic
environment, human services, cuituref recreation, and general government services. The
funds and accounts of the Board of County Commissioners are maintained by the Clerk of the
Circuit Court. Constitutional Officers are responsible for the custody and accounting of the
funds of their office.

‘More detailed information on Leon County and its finances can be found in the Fiscal Year
2008-09 Comprehensive Annual Financial Report of Leon County and in the Fiscal Year
2009-10, Adopted Budget. A copy of these documents can be.obtained by contacting Mr.
David Reid, Finance Director, Leon County Clerk of the Circuit Court, Post Office Box 726,

0
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C. Fund Structure

Leon County currently uses the following fund types and account groups for financial reporting

purposes:
Number of Number With
Individual Legally Adopted

Fund Type/Account Group Funds Annual Budgets

General Fund 1 1

Special Revenue Funds 29 29

Debt Service Funds 7 7

Capital Projects Funds - 11 11

Enterprise Funds 2 2

Internal Service Funds 3 3

Expendable Trust Funds 0 0

Nonexpendable Trust Funds 0 0

Pension Trust Funds 0 0

Agency Funds 4 4

General Fixed Assets Account Group 0 N/A

General Long Term Debt Account Group 0 N/A

D. Budgetary Basis of Accounting

Budgets for all governmental fund types are adopted on a basis consistent with generally
accepted accounting principles (GAAP) with the exception of the general fund, and the fine
and forfeiture fund. For these funds, certain installment purchase arrangements entered into
by individual Constitutional Officers are budgeted as general government expenditures in the
year in which payments are made. Pro forma budgets are prepared for the proprietary fund
types on the full accrual basis, consistent with generally accepted accounting principles,
except that depreciation, amortization, and other non-cash transactions are not budgeted.

E. Federal and State Financial Assistance

During the fiscal year ending September 30, 2010, Leon County received financial assistance
from several granting agencies. Leon County has an in-house grant coordinator who is
responsible for acquiring grants on behalf of Leon County. Leon County expects a continued
high level of grants.

F. Pension Plan

In accordance with Florida Law, the Board of County Commissioners and Constitutional
Officers must participate in the Florida Retirement System, a muitiple employer cost sharing
defined benefit plan, administered by the Florida Department of Management Services,
Division of Retirement. All permanent Board of County Commlssmners and Constitutional
Cfficer employees are covered by the pension plan.

G. Component Units

Leon County is defined, for financial reporting purposes, in conformity with the Governmental
Accounting Standards Board's Codification of Governmental Accounting and Financial
Reporting Standards, Section 2100. Using these criteria, component units are included within
the financial statements of Leon County. Leon County currently reports one discretely
presented component unit.

Do
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ition to the Board of County Commissioners and Constitutional Officers, Leon County

has identified the following reporting entities for inclusion in its financial staternents:

1.

Leon County Housing Finance Authority

Accounting records for the above listed entity are prepared and maintained by the Clerk of the
Circuit Court utilizing the same system as that utilized for the accounting records of the Board
of County Commissioners.

In prior years, Leon County determined that the foliowing potential component units shouid not
be included in the financial statements of Leon County because of insufficient oversight by the

Board

1.

2.

10.

11.

12.

of County Commissicners:

Leon County School District

Leon County Health Department
Tallahassee-Leon County Civic Center Authority
Falls Chase Special Taxing District

Northwest Florida Water Management District
Leon County Educational Facilities Authority
Frenchtown Neighborhood Improvement Authority
Leon County Health Facilities Authority

Leon County Research and Development Authority
Ochlocknee Scil and Water Conservation District
Tallahassee Downtown improvement Authority

Tallahassee Housing Authority

H.  Joint Ventures

Leon County does not currently have any joint ventures with other governmental agencies.

Magni

tude of Finance Operations

The Office of Clerk of the Circuit Court, Finance Departmenf, is headed by David Reid and
consists of 30 employees. The level of staff and number of employees represented are as

follows:
Number of
Level Employees
Finance Director 1
Assistant Finance Director 1
2
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iv.

Professionals
Paraprofessionals

Clerical

The Office of Clerk of the Circuit Court, Finance Department is aiso responsible for the

9
7
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production of the Comprehensive Annual Financial Report. Staff member credentials include
four certified public accountants, several college degrees, and experience with other entities

which contributes to our efficiency and progress.
Computer Systems
Hardware

IBM RISC-6000 server

Software

Leon County operates an on-line real-time finance system which was purchased from SCT
public sector Malvern, PA. The Banner system is in its fifteenth year of operation.

All professional level employees have IBM compatible personal computers with Microsoft
Excel, with MS Access and Microscft word processing software, plus access to the Banner

finance system.

Availability of Prior Audit Reports and Working Papers

Interested firms who wish to reviéw audit reports and management letters from prior years
should contact David Reid, Finance Director, Leon County Clerk of the Circuit Court, Finance
Department, Post Office Box 726, Tallahassee, Florida 32302-0726 in writing or by telephone

at (850) 577-4020. CAFRs for fiscal years 1998 through 2009 are available on-line at

www . clerk.leon.fl.us.

TIME REQUIREMENTS

A.

Proposal Calendar

The following is a list of key dates up to and including the date proposais are due to be

submitted:

Approval of RFP

Request for proposals issued

Due date for notification of interest
Pre-proposal conference

Due date for proposals

13
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B.

Notification and Contract Dates

Approval of ranking, authority to negotiate and
Authorization of chairman to execute June 22, 2010

Date Audit May Commence

Audit work may be commenced at any date after the execution of the contract between the
parties. In future years, interim work shall commenice no earlier than July 1 of each year.,

Schedule for the Fiscal Year 2009-10 Audit (These dates are subject to change based on
regulatory or statutory requirements)

(A similar schedule will be developed for audits of future fiscal years.)
Each of the following shall be completed by the auditor no later than the dates indicated.
1. Fieldwork
The auditor shall complete all fieldwork by January 28, 2011.
2. Draft Reports

The auditor shall have drafts of all audit reports and recommendations to the Clerk of
the Circuit Court and individual constitutional officers by February 1, 2011.

Entrance Conferences, Progress Reporting and Exit Conferences (A similar time schedule will

"be developed for audits of future fiscal years).

At a minimum, the following conferences should be held:
Entrance conference with Elected Officials To be scheduled

Entrance conference with key Accounting and
Finance personnel To be.scheduled

The purpose of this meeting will be to discuss prior audit problems and the interim work
to be performed. This meeting will also be used to establish overall liaison for the audit
and to make arrangements for work space and other needs of the auditor.

Exit conferences with the Clerk of the Circuit Court,
Chairman of the Board of County Commissioners (or designee),
and individual constitutional officers _ To be scheduled

The purpose of this meeting will be to summarize the results of the field work and to
review significant findings.

In addition, weekiy status meetings shall be held with the Clerk of the Circuit Court, key
Finance Department personnel, audit manager and managing partner starting at the
beginning of audit field work and continuing until the final report is issued. These conferences
may take place by phone if they cannot be scheduled in person. Alternatively, the auditor may
provide written reports on the progress of the audit on a weekly basis.

o
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F.

Date Final Report is Due

The auditor shall provide all recommendations, revisions and suggestions for improvement to
the Clerk of the Circuit Court (or designee), and each constitutional officer or designee (as
applicable) by March 4, 2011.

Each official will complete their review of the draft reports and respond to the management
letter comments (as applicable) as expeditiously as possible. [t is not expected that this
process should exceed three weeks. During this period, the auditor should be available for
any meetings which may be necessary to discuss the audit reports. Once all issues for
discussion are resolved and the County's responses are incorporated, the final signed report
shall be delivered to the Clerk of the Circuit Court and each constitutional officer as
applicable. This process must be completed and the final reports delivered by March 18,
2011.

V.  ASSISTANCE TO BE PROVIDED TO THE AUDITOR AND REPORT PREPARATION,

A

Finance Department and Clerical Assistance

Finance Department staff and responsible management personne! will be available during the
audit to assist the firm by providing information, documentation and explanations. Trial
balances will be prepared by Finance Department staff for the Board of County
Commissioners, the Supervisor of Elections, and Clerk of the Circuit Court. Other
Constitutional Officers are responsible for the preparation of their trial balances. Any
additional information provided by Leon County will be in the format maintained by the County.
Any additional or reformatted schedules will be the responsibility of the auditor. Confirmations
will be typed by Finance Department staff, if requested. In addition, clerical support will be
made available to the auditor for up to three (3) hours per week of routine letters and
memoranda.

Electronic Data Processing (EDP) Assistance

The availability of EDP personnel to assist the auditor in performing the engagement will be
limited, so the need should be specificaily addressed in submitted proposals. EDP personnel
will be available to provide systems documentation and explanations. The auditor will be
provided inquiry only access to the accounting systems of both the Board of County
Commissioners and Clerk of the Circuit Court.

Work Area, Telephones, Photocopying and Facsimile Machines

Leon County will provide the auditor with reasonable work space, desks and chairs. The
auditor will also be provided with access to one telephone line, photocopying facilities and
Facsimile machines. No long distance calls shall be charged to the County. Facsimile
machine transmittals and photocopies must be logged.

Report Preparation

Report preparation, editing and printing of the Board report and the CAFR shall be the
responsibility of the auditor. In addition, the auditor shall also be responsible for the
preparation and printing of the following reports:

Single Audit

Financial Statements of the Constitutional Officers

Report on Internal Control Structure and Compliance with Laws and Regulations
' ) 2
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Schedule of Other Cash and Investments of the Solid Waste Systern Fund
Statement of Revenues and Expenditures and Allocation of Funds - Additional Court Costs

Report on Statement of Revenues and Expenditures and Allocation of Funds - Additional
Court Costs

A repart on the Clerk of the Circuit Court Compliance

Report on Unissued, Sold, and Voided Saltwater Fishing Licenses and Stamps

VI, PROPOSAL REQUIREMENTS
A.  General Requirements
1. Submission of Notification of Interest

Firms interested in submitting a proposal are encouraged to submit no later than May
10, 2010 their "Notification of Interest” in the format attached to the letter transmitting
this Request for Proposals. This notification will enable us to provide interested parties
with all proposal related information.

2. Pre-proposal Conference

A conference for firms interested in submitting proposals will be held at 2:00 P.M. on
Friday, May 12, 2010, in the Bank of America Building, Finance Department, Suite 450,
315 8. Calhoun Street, Tallahassee, Florida 32301. Both verbal and written questions
will be accepted during the conference.

3. Inquiries

Inquiries concerning the request for proposals and the subject of the request for
proposals must be made in writing to:

Keith Roberts

Purchasing Director

2284 Miccosukee Road
Tallahassee, Florida 32308
Facsimile Number: {850} 606-1601
E-mail: robertsk@ieoncountyfl.qov

QUESTIONS OR INQUIRIES REGARDING THE MEANING OR INTERPRETATION
OF ANY OF THE PROVISIONS OF THIS RFP MUST BE DIRECTED TO KEITH
ROBERTS. CONTACT WITH PERSONNEL OF LEON COUNTY, OTHER THAN
KEITH ROBERTS, REGARDING THIS REQUEST FOR PROPOSALS MAY BE
GROUNDS FOR ELIMINATION FROM THE SELECTION PROCESS. LEON
COUNTY SHALL NOT BE RESPONSIBLE FOR ANY REPRESENTATIONS MADE BY
ANYONE OTHER THAN KEITH ROBERTS OR BY ADDENDUM.

4.  Submission of Proposals

The following material must be received no later than 2:00 P.M. on Friday, May 21,
2010 for a proposing firm to be considered:
2
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a.  Anoriginal copy (so marked) of a proposal, six copies and computer disk with
electronic copy to include the following:

1). Title Page

fitle page showing the request for proposals’ subject; the firm's name; the
name, address and telephone number of a contact person; and the date of
the proposal.

2). Table of Contents
3). Transmittal Letter

A signed letter of transmittal shall be submitted, briefly stating the
proposer's understanding of the work to be done, the commitment to
perform the work within the time period, a statement why the firm believes
itseif to be best qualified to perform the engagement, and a statement that
the proposal is a firm and irrevocable offer for sixty (60} days.

4). Detailed Proposal

The detailed proposal should follow the order set forth in Section Vi B of
this request for proposals.

5).  Minority Business Enterprise (MBE) and Women (WBE) Business
Enterprise Requirements

A Minority and Wormen Business Enterprise target is not associated with
this proposal as the MWBE target for this category has currently been
achieved by Leon County.

The purpose of the Minority and Women-Owned Business Enterprise
(MWBE) Program is to effectively communicate Leon County procurement
and contracting opportunities, through enhanced business relationships, to
end disparity and to increase participation opportunities for certified minority
and women-owned business enterprises in a competitive environment. This
program shaik:

1.Eliminate any policies and/or procedural barriers that inhibit MBE and
WBE participation in our procurement process.

2.Establish targets designed to increase MBE and WBE utilization
proportionate to documented under utilization.

3.Provide increased levels of information and assistance available to
MBE's and WBE’s businesses.

4. Implement mechanisms and procedures for monitoring MBE and WBE
compliance by prime contractors.

For additional information regarding Leon County's Minority, Women and
Small Business Enterprise Policy, or to obtain a listing of certified MWBE's;
please contact Iranetta Burnett, MWSBE Director, at 2284 Miccosukee Road,
Tallahassee, FL 32308, by telephone at (850) 606-1650; fax (850) 606-1651
or by e-mail burnetti@leoncountyfl.gov.

0
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6) Equal Opportunity/Affirmative Action Requirements

The contractors and all subcontractors shall agree to a commitment to the
principles and practices of equal opportunity in employment and to comply
with the letter and spirit of federal, state, and local laws and regulations
prohibiting discrimination based on race, color, religion, national region,
sex, age, handicap, marital status, and political affiliation or belief.

For federauy funded projects, in addition to the above, the contractor shall
agree to comply with Executive Order 11246, as amended, and to comply
with specific affirmative action obligations contained therein.

In addition to completing the Equal Opportunity Statement, (Appendix F),
the Respondent shall include a copy of any affirmative action or equal
opportunity policies in effect at the time of submission.

7). Executed copy of the Proposer Guarantee attached to this request for
proposals (Appendix D).

8).  Public Entity Crimes Statement: A person or affiliate who has been placed
on the convicted vendor list following a conviction for a public entity crime
may not submit a bid on a contract to provide any goods or services to a
public entity, may not submit a bid an a confract with a public entity for the
construction or repair of a public building or public work, may not submit
bids on leases of real property to a public entity, may not be awarded or
perform work as a contractor, subcontractor, or consultant under a contract
with any public entity, and may nof transact business with any public entity
in excess of the threshold amount provided in Section 287.017, for
CATEGORY TWO for a period of 36 months from the date of being placed
on the convicted vendor list (Appendix C).

9). Certification Regarding Debarment, Suspension, and Other Responsibility
Matters: The prospective primary participant must certify to the best of its
knowledge and belief, that it and its principals are not presently debarred,
suspended, proposed for debarment, declared ineligible, or voluntarily
excluded from covered transactions by any Federal department or agency
and meet all other such responsibility matters as contained on the attached
certification form (Appendix G).

b. - Summary of the firm's current workload and ability to satisfy the requirements of
the County. A brief statement should be included on the firm's background,
organization and size.

C. Proposals must be submitted in a sealed envelope clearly marked with the name
of the audit firm and the bid number, BC-05-21-10-29. Proposers should send
the completed proposal to:

Purchasing Division

2284 Miccosukee Rd.
Tallahassee, Florida 32301
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B.  Technical Proposal
1. General Requirements

The purpose of the technical proposal is to demonstrate the qualifications, competence
and capacity of the firms seeking to undertake an independent audit of Leon County in
conformity with the requirements of this request for proposals. As such, the substance
of proposals will carry more weight than their form or manner of presentation. The
technical proposal should demonstrate the qualifications of the firm and of the particular
staff to be assigned to this engagement. It shouid also specify an audit approach that
will meet the request for proposals requirements.

THERE SHOULD BE NO DOLLAR UNITS OR TOTAL COSTS INCLUDED IN THE
PROPOSAL DOCUMENT. ‘

The technical proposal should address all the points outlined in the request for
proposals (excluding any cost information). The proposal should be prepared simply
and economically, providing a straightforward, concise description of the proposer's
capabilities to satisfy the requirements of the request for proposals. While additional
data may be presented, the following subjects, item Numbers 2 through 11, must be
included. They represent criteria against which the proposal will be evaluated.

2. Independence

The firm should provide an affirmative statement that it is independent of Leon County,
including the Board of County Commissioners and each constitutional officer, as
defined by generally accepted auditing standards and the United States General
Accounting Office's Government Auditing Standards (1894).

The firm should also list and describe the firm's (or proposed subcontractors')
professional relationships involving Leon County or any of its agencies or component
units for the past five (5) years, together with a statement explaining why such
relationships do not constitute a conflict of interest relative to performing the proposed
audit. . :

In addition, the firm shall give Leon County written notice of any professional
relationships entered into during the period of this engagement.

3. License to Practice in the State of Florida

An affirmative statement should be included indicating that the firm and all assigned key
professional staff are properly licensed to practice in the State of Florida.

4, Firm Qualifications and Experience

The proposal should state the size of the firm, the size of the firm's governmental audit
staff, the location of the office from which the work on this engagement is to be
performed, and the number and nature of the professional staff to be employed in this
engagement on a full-time basis and the number and nature of the staff to be so
employed on a part-time basis. This information should include specific details for the
office from which the audit will be conducted.

If the proposer is a joint venture or if the proposer is subcontracting a portion of the
work, qualifications of each firm comprising the joint venture or each subcontractor
should be separately identified and the firm that is to serve as the principal auditor

2
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should be clearly stated, if applicable.

The firm is also required to submit a copy of the report on its most recent external
quality control review, with a statement whether that quality control review included a
review of specific government engagements,

The firm shall also provide information on the results of any federal or state desk
reviews or field reviews of its audits during the past three (3) years. In addition, the firm
shall provide information on the circumstances and status of any disciplinary action
taken or pending against the firm during the past three (3} years with state regulatory
bodies or professional organizations. -

5.  Partner, Supervisory, and Staff Qualifications and Experience

The firm should identify the principal supervisory and management staff, including the
engagement partner, manager, other supervisors and specialists, and the auditor
in-charge of fieldwork, who would be assigned to the engagement and indicate whether
each such person is licensed to practice as a certified public accountant in the State of
Florida. The firm shouid also provide information on the government auditing
experience of each person, including information on relevant continuing professional
education for the past three (3) years and membership in professional organizations
relevant to the performance of this audit.

The firm should provide as much information as possible regarding the number,
qualifications, experience and fraining, including relevant continuing professional
education, of the specific staff to be assigned to this engagement. Also, the firm should
indicate how the quality of staff over the term of the agreement will be assured.

Engagement partners, managers, other supervisory staff and specialists may be
changed if those personnel leave the firm, are promoted or are assigned to another
office, providing that any replacements have equal or better qualifications than those
personnel replaced. These personnel may also be changed for other reasons with the
express prior written permission of Leon County. However, in either case, Leon County
retains the right to approve or reject repiacements. The qualifications of any
replacements will be furnished to the Clerk of the Circuit Court prior to beginning any
work on the audit. '

Consultants and firm specialists mentioned in response to this request for proposals
can only be changed with the express prior written permission of Leon County, which
retains the right to approve or reject replacements.

Other audit personnel may be changed at the discretion of the proposer provided that
replacements have substantially the same or better qualifications and experience.

In the event of a joint venture or use of a subcontractor, requirements of this section
apply to all staff connected with the audit.

6. Prior Engagements with Leon County
The firm should list separately by type of engagement (i.e. audit, management advisory
services, other), all engagements for Leon County since October 1, 1997. For each
engagement, the firm should indicate the scope of work, date, engagement partners,
the location of the firm's office from which the engagement was performed, and the
name and telephone number of the principal client contact.

7. Similar Engagements with Other Governmental Entities
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For the firm's office that will be assigned responsibility for the audit, list the most
significant engagements (maximum of 5) performed in the last five years that are
similar to the engagement described in this request for proposals. Indicate the scope of
work, date, engagement partners, the name and telephone number of the principal
client contact, and the extent of their participation in the GFOA Certificate program.

Specific Audit Approach

.The proposal should set forth a work plan, including an explanation of the audit

methodology to be followed, to perform the services required in Section Il of this
request for proposals. In developing the work plan, reference should be made to such
sources of information as Leon County's budget and related materials, organizational
charts, manuals and programs, and financial and other management information
systems.

Proposers will be required to provide the following information on their audit approach:

a. Proposed segmentation of the engagement, including time frames for each
segment

b.  Level of staff to be assigned to each proposed segment of the engagement

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

d. Extent of use of EDP software in the engagement
e. Type and extent of analytical procedures to be used in the ‘ehgagement

f. Approach to be taken to gain and document an understanding of the internal
control structure of Leon County

g.- Approach to be taken in determining laws and regulations that will be subject o
audit test work

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

I Approach to be taken in reviewing and auditing EDP systems
Identification of Anticipated Potential Audit Froblems

The proposal should identify and describe any anticipated potential audit problems, the
firm's approach to resolving these problems and any special assistance that will be
requested from Leon County.

Insurance

Respondents should confer with their respective insurance carriers or brokers to
determine in advance of bid submission the availability of insurance ceriificates and
endorsements as prescribed and provided herein. If a Respondent fails to comply
strictly with the insurance requirements, that Respondent may be disqualified from
award of the contract.

Contractor shall procure and mainiain for the duration of the contract insurance against
claims for injuries to persons or damages to property which may arise from or in

2

21



Attachment # /
Lecn County, Florida Page 2 S of 2%

Request for Proposals For Audit Services: BC-05-21-10-29
Due Date: May 21, 2010

connection with the performance of the work hereunder by the Contractor, his agents,
representatives, employees or subcontractors. The cost of such insurance shail be
included in the Contractor’s bid.

1. Minimum Limits of Insurance. Contractor shall maintain limits no less than:

a. General Liability: $1,000,000 combined single limit per occurrence for
bodity injury, personal injury and property damage. if Commercial General
Liability Insurance or other form with a general aggregate limit is used,
either the generai aggregate limit shall apply separately to this
project/location or the general aggregate limit shall be twice the required
occurrence limit,

b. Automobile Liability: $1,000,000 combined single limit per accident for
bodily injury and property damage. {Non-owned, Hired Car).

C. Workers' Compensation and Employers Liability: insurance covering all
employees meeting Statutory requirements in compliance with the
applicable state and federal laws and Employer’s Liability with a limit of
$500,000 per accident, $500,000 disease policy limit, $500,000 disease
each employee. Waiver of Subrogation in lieu of Additional Insured is
required.

d.  Contractor shall carry professional liability insurance of the types necessary
to protect the Firm from any professional liability arising under this
agreement with a minimum $1,000,000 liability limit. The deductibie shall
not exceed $25,000 and, if greater than $1,000, must be guaranteed by
Contractor for the difference between the deductible and $1,000.

Insurance is to be placed with insurers with a Best's rating of no less than
A:VIl. The professional liability insurance coverage for the services
provided under this agreement shall be maintained in force from the date of
the contract until a date at least one (1) year following the actual completion
of the provision of any services under the terms of this agreement.

2. Deductibles and Self-insured Retentions

Any deductibles or self-insured retentions must be declared to and approved by
the County. At the option of the County, either: the insurer shall reduce or
eliminate such deductibles or self-insured retentions as respects the County, its
officers, officials, employees and volunteers; or the Contractor shall procure a
bond guaranteeing payment of losses and related investigations, claim
administration and defense expenses.

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

a.  General Liability and Automobile Liability Coverages (County is to be
named as Additional Insured).

1)  The County, its officers, officials, employees and volunteers are to be
covered as insureds as respects; liability arising out of activities
performed by or on behalf of the Contractor, including the insured’s
general supervision of the Contractor; products and completed
operations of the Contractor; premises owned, occupied or used by
the Contractor; or automobiles owned, leased, hired or borrowed by

. o
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the Contractor. The coverage shall contain no special limitations on
the scope of protections afforded the County, its officers, officials,
employees or volunteers.

2)  The Contractor's insurance coverage shall be primary insurance as
respects the County, it officers, officials, employees and volunteers.
Any insurance of self-insurance maintained by the County, its
officers, officials, employees or volunteers shall be excess of the
Contractor's insurance and shall not contribute with it.

3)  Any failure to comply with reporting provisions of the policies shail not
affect coverage provided to the county, its officers, officials,
employees or volunteers.

4)  The Contractor’s insurance shall apply separately to each insured
against whom claims is made or suit is brought, except with respect
to the limits of the insurer's liability.

b. All Coverages

Each insurance policy required by this clause shall be endorsed to state
that coverage shall not be suspended, voided, canceled by either party,
reduced in coverage or in limits except after thirty (30) days’ prior written
notice by certified mail, return receipt requested, has been given to the
County.

4. Acceptability of Insurers. Insurance is to be placed with insurers with a Best's
rating of no less than A:VIL

5. Verification of Coverage. Contractor shall furnish the County with certificates of
insurance and with original endorsements effecting coverage required by this
clause. The certificates and endorsements for each insurance policy are to be
signed by a person authorized by that insurer to bind coverage on its behaif. All
certificates and endorsements are to be received and approved by the County
before work commences. The County reserves the right to require complete,
certified copies of all required insurance policies at any time. Certificates of
Insurance acceptable to the County shall be filed with the County prior to the
commencement of the work. These policies described above, and any
certificates shall specifically name the County as an additional Insured and shall
contain a provision that coverage afforded under the policies will not be canceled
until at least thirty (30) days prior to written notice has been given to the County.

Cancellation clauses for each policy should read as follows: Shoufd any of
the above described policies be canceled before the expiration date
thereof, the issuing company will mail thirty (30) days wriften notice to the
Certificate Holder named herein.

6. Subcontractors. Contractors shall include all subcontractors as insureds under its
policies or shall furnish separate certificates and endarsements for each
subcontractor. All coverages for subcontractors shall be subject to all of the
requirements stated herein.
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EVALUATION PROCEDURES

A

Auditor Selection Committee

Proposals submitted will be evaluated by a six member auditor selection committee, created
pursuant to the provisions of Section 218.391, Florida Statutes, with membership consisting of
the following Constitutional officers or their designees:

Clerk of the Circuit Court

Property Appraiser

Sheriff

Supervisor of Elections

Tax Collector

One member of the Board of County Commissioners or its designee

R

In addition, a representative of the Leon County Purchasing Departiment may provide advice
and assistance to the committee regarding the process.

Review of Proposals

The Auditor Selection Committee will use a point formula during the review process to score
proposals. Each member of the Auditor Selection Committee will first determine .
responsiveness to the request for proposals by making sure all terms of the request for
proposals were foliowed. Any proposal determined not to be responsive by a majority of the
committee will be eliminated from further consideration. For those proposals determined to
be responsive, each member of the Auditor Selection Committee will score each technical
proposa!l using the criteria described in Section VIl C below. Each member's top three firms
will be assigned three, two, and one points, respectively. These points will be totaled for all
members to determine the recommended ranking of the top three firms. In the event of a tie
for first, second, or third position, the affected ranking will be determined by a vote of the
committee. The Auditor Selection Committee will meet and may require oral presentations as
necessary during this process.

Leon County reserves the right to retain all proposals submitted and to use any idea in a
proposal, regardless of whether that proposal is selected.

Evaluation Criteria

Proposals will be evaluated using the criteria-identified below. Firms meeting the mandatory
criteria will have their proposals evaluated and scored for technical qualifications. The
technical qualifications evaluation will assess the ability of each respending firm based on
experience and qualifications of key staff members, the capability of the firm in meeting time
and hudget requirements, and the record of the firm with regard to this type of work,
particularly in Lean County or in the State of Florida. Consideration will be given to the firm's
current work load, financial stability and the location where the majority of the technical work
will be produced. The Auditor Selecticn Committee will not be impressed with excessive
amounts of boilerplate, excessive numbers of photographs, work that distant offices have
performed, or work not involving personnel to be assigned to the proposed project. The
following represent the principal selection criteria which will be considered during the
evaluation process:

1. Mandatory Elements
a. The audit firm is independent and licensed to practice in the State of Florida

b.  The professional personnel of the audit firm have received adequate continuing
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professional education within the preceding two years

c. The firm has no conflict of interest with regard to any other work performed by the
firm for Leon County

d. The firm submits a copy of its most recent external quality control review report
and the firm has a record of quality audit work

e. The firm adheres to the instructions in this request for proposals on preparing and
submitting the proposal

2. Technical Qualifications: (Maximum Points - 95)

a. Expertise and Experience (Maximum Points - 50}

(1

(2)

(3}

The past experience and performance of the firm (and specifically the local
office which will be performing the engagement) on comparable
government engagements (Maximum Points - 20)

The quality of the professional personnel of the firm to be assigned to the
engagement and the quality of the management support personne! of the
firm to be available for technical consultation {(Maximum Points - 20)

The experience of the firm in performing single audits of federal or state
financial assistance programs (Maximum Points - 10)

b. Audit Approach (Maximum Points - 45)

(1M

(2)
3)
(4)
®)

Adequacy of the proposed staffing plan for various segments of the
engagement (Maximum Points - 15)

General approach to the audit (Maximum Foints - 15)
Adequacy of sampling techniques (Maximum Pgints - 5)
Adequacy of analytical procedures {Maximum Points - 5)

Approach to EDP systems (Maximum Points - 5}

3.  Office Location from Which Work Will Be Conducted (Maximum Points - 5)

D. Oral Presentations

During the evaluation and selection process, the Auditor Selection Committee may, at its
discretion, request one or more firms to make oral presentations. Such presentations will
provide firms with an opportunity to answer any questions the Auditor Selection Committee
may have on a firm’s proposal. Not all firms may be asked to make such oral presentations.
Firms may also be requested to give oral presentations in the final selection proceedings. All
presentations shall be solely at the expense of the firm.

E. Other Factors

The evaluation will include other factors that may be pertinent such as the impfementation of a
- Drug Free Work Place Policy, past performance, and previous work done for Leon County.

2
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F. Final Selection

The Board of County Commissioners will make the final decision as to the ranking of the top

three firms based on the rankings of the Auditor Selection Committee. All firms to be ranked
should plan to attend the meeting of the Board of County Commissioners at which.this matter
will be considered at their own expense and be prepared to give an oral presentation.

The Board will then authorize fee and contract negotiations, which shall be accomplished
pursuant to the provisions of Section 218.391(4)(a)., Florida Statutes, which states in part:
"The firm ranked first may then negotiate a contract with the board giving, among other things,
a hasis of its fee for that engagement. Should the board be unable to negotiate a satisfactory
contract with that firm, negotiations with that firm shail be formally terminated, and the board
shall then undertake negotiations with the second-ranked firm. Failing accord with the
second-ranked firm, negotiations shall then be terminated with that firm and undertaken with
the third-ranked firm. Negotiations with the other ranked firms shall be undertaken in the
same manner. The board, in negotiating with firms, may reopen formal negotiations with any
one of the three top-ranked firms, but it may not negotiate with more than one firm at a time.
The board shall also negotiate on the scope and quality of services."

it is anticipated that an approval of the ranking firms, authorization to negotiate, and the
authorization of the chairman to execute the contract will be approved by the Board of County
Commissioners on June 22, 2010.

G.  Right to Reject Proposals

Submission of a proposal indicates acceptance by the firm of the conditions contained in this
request for proposals unless clearly and specifically noted in the proposal submitted and
confirmed in the contract between Leon County and the firm selected.

Leon County reserves the right without prejudice to reject any or all proposals.
Vill. ADDITIONAL CONSIDERATIONS
A.  Cost of Service Requirements for Selected Auditor

Leon County is requesting that fees not be discussed in submitted proposals but included
under separate cover. Also, during the final selection and negotiation process, the auditors
should be prepared to comply with the following requirements:

1. Total All-inclusive Maximum Price

The negotiated cost of services should contain all pricing infarmation relative to
performing the audit engagement as described in this request for proposals. The total
all-inclusive maximum price shall contain all direct and indirect costs including all
out-of-pocket expenses. These prices should be determined on an annual basis for the
term of the contract.

Leon County will not be responsible for expenses incurred in preparing and subfnitting
the technical proposal. Such costs should not be included.

2. Rates by Partner, Specialist, Supervisory and Staff Level Times; Hours Anticipated for
Each.

The selected firm will be required to provide to Leon County a schedule detailing the
names and levels of personnel assigned to this engagement, anticipated hours,

2
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standard and quoted rates, and total cost by person as well as total personnel cost that
supports the total all-inclusive maximum price.

3. Qut-of-pocket Expenses Included in the Total All-inclusive; Maximum Price and
Reimbursement Rates

All estimated out-of-pocket expenses for firm personnel (e.g., travel, lodging, and
subsistence) to be reimbursed should be detailed. All expense reimbursements will be
charged against the total all-inclusive maximum price submitted by the firm.

4, Rates for Additional Professional Services

If it should become necessary for Leon County to request the auditor to render any
additional services to either supplement the services requested in this request for
proposals or to perform additional work as a result of the specific recommendations
included in any report issued on this engagement, then such additional work shall be
performed only if set forth in an addendum to the contract between Leon County and
the firm. Any such additionai work agreed to between Leon County and the firm shall
be performed at the same rates set forth in the schedule of fees and expenses included
in the negotiated contract.

5. Manner of Payment

Progress payments will be made on the basis of hours of work completed during the
course of the engagement and out-of-pocket expenses incurred. Billings must be
presented in detailed format including hours anticipated, hours worked, rates, etc.
Interim billings shall cover a period of not less than a calendar month. Ten percent
(10%} will be withheld from each billing pending delivery of the final reports.

B. Request for Proposals/Contract

All requirements and conditions set forth in this request for proposals shall be incorporated
into the contract entered into between Leon County and the auditor selected uniess otherwise
specified in the contract. Leon County contracts are subject to legal requirements set forth in
County ordinances, State and Federal Law.

C. Termination Provisions
1. Termination for Convenience of Leon County

Lecn County, by written notice, may terminate this contract, in whole or in part, when it
is in the best interest of Leon County. If this contract is terminated, the County shall not
be liable for damages. Leon County shall be liable only for payment under the payment
provisions of the contract (as set forth in Section VIl A 5 above) for services rendered
before the effective date of termination.

2. Defauit

1

Leon County, by written notice, may terminate the contract upon default of any
provisions thereof by the auditor.

D. Ethical Business Practices

1. Gratuities. It shall be unethical for any person to offer, give, or agree to give any County
employee, or for any County employee to solicit, demand, accept, or agree to accept
from another person, a gratuity or an offer of employment in connection with any

2
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decision, approval, disapproval, recommendation, or preparation of any part of a
program requirement or a purchase request, influencing the content of any specification
or procurement standard, rendering of advice, investigation, auditing, or performing in
any other advisory capacity in any proceeding or application, request for ruling,
determination, claim or controversy, or other particular matter, subcontract, or to any
solicitation or proposal therefore.

Kickbacks. It shall be unethical for any payment, gratuity, or offer of employment to be
made by or on behalf of a subcontractor under a caontract to the prime contractor or
higher tier subcontractor or any person asscciated therewith, as an inducement for the
award of a subcontract or order.

The Board reserves the right to deny award or immediately suspend any contract
resulting from this proposal pending final determination of charges of unethical
business practices. At its sole discretion, the Board may deny award or cancel the
contract if it determines that unethical business practices were involved.

E. Local Preference in Purchasing and Contracting

1.

Preference in requests for proposals. In purchasing of, or letting of contracts for
procurement of, personal property, materials, contractual services, and construction of
improvements to real property or existing structures for which a request for proposals is
developed with evaluation criteria, a local preference of the total score may be assigned
for a local preference, as follows:

a) Individuals or firms which have a home office located within Leon, Gadsden,
Wakulla, or Jefferson County, and which meet all of the criteria for a local
business as set forth in this article, shall be given a preference in the amount of
five percent.

b} Individuals or firms which do not have a home office located within Leon,

Gadsden, Wakulla, or Jefferson County, and which meet all of the criteria for a
local business as set forth in this article, shall be given a preference in the
amount of three percent.

Local business definition. For purposes of this section, "local business" shall mean a
business which:

a) Has had a fixed office or distribution point located in and having a street address
within Leon, Gadsden, Wakulla, or Jefferson County for at least six (6) months
immediately prior to the issuance of the request for competltwe bids or request for
proposals by the County, and

b)  Holds any business license required by Leon County, and, if applicable, the City
of Tallahassee; and

c) s the principal offeror who is a single offeror; a business which is the prime
contractor and not a subcontractor; or a partner or joint venturer submitting an
offer in conjunction with other businesses.

Certification. Any vendor claiming to be a local business as defined shall so certify in
writing to the Purchasing Division. The certification shall provide all necessary
information to meet the requirements of above. The Local Vendor Certification Form is
enclosed. The purchasing agent shall not be required to verify the accuracy of any
such certifications, and shall have the sole discretion to determine if a vendor meets the
definition of a "local business."

2
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FINDINGS FROM RECENT EXTERNAL AUDITS

MANAGEMENT LETTER COMMENTS

To be provided
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LIST OF KEY PERSONNEL

Board of County Commissioners:

Parwez Alam, County Administrator

Alan Rosenzweig, Assistant County Administrator

Scott Ross, Director, Office of Management and Budget
Bob Inzer, Clerk of the Circuit Court

David Reid, Finance Director

Betsy Coxen, Assistant Finance Director

Kathryn Parker, General Accounting Manager

Clerk of the Circuit Court:
Bob Inzer, Clerk of the Circuit Court
David Reid
Betsy Coxen
Kathryn Parker
Property Appraiser:

Bert Hartsfield, Property Appraiser
Kathy Doolin

Sheriff:

Larry Campbell, Sheriff
Scott Bakotic

Supervisor of Elections:
lon Sancho, Supervisor of Elections
Janet Olin
Cynthia Kelley

Tax Collector:

Doris Maloy, Tax Collector
Barry Brooks
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PROPOSER GUARANTEES

The proposer certifies it can and will provide and make available, at a minimum, all services set
forth in Section 1, Nature of Services Required.

Signature of Official:
Name (typed):

Title:

Firm:

Date:
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APPENDIX D
EQUAL OPPORTUNITY/AFFIRMATIVE ACTION STATEMENT
1. The contractors and all subcontractors hereby agree to a commitment to the principles and
practices of equal opportunity in employment and to comply with the letter and spirit of federal, state,
and local laws and regulations prohibiting discrimination based on race,-color, religion, national

region, sex, age, handicap, marital status, and political affiliation or belief. .

2. The contractor agrees to comply with Executive Order 11246, as amended, and to comply with
specific affirmative action obligations contained therein.

Signed:

Title:

Firm:

Address:
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CERTIFICATION REGARDING DEBARMENT, SUSPENSION,
And OTHER RESPONSIBILITY MATTERS '
PRIMARY COVERED TRANSACTIONS

(1)  The prospective primary participant certifies to the best of its knowledge and belief, that it and its
principals:

(a)  Are not presently debarred, suspended, proposed for debarment, declared ineligible, or
voluntarily excluded from covered transactions by any Federal department or agericy;

(b} Have not within a three-year period preceding this been convicted of or had a civit judgment
rendered against them for commission of fraud or a criminal offense in connection with
obtaining, attempting to obtain, or performing a public {Federal, State or local) transaction or

. gcontract under a public transaction; violation of Federal or State antitrust statues or
commission of embezzlement, theft, forgery, bribery, falsification or destruction of records,
making false statements, or receiving stolen property;

8 Are not presently indicted for or otherwise criminally or civilly charged by a governmental
entity (Federal, State or local) with commission of any of these offenses enumerated in
paragraph (1)(b) of this certification; and

(d} Have not within a three-year period preceding this application/proposal had one or more
public transactions (Federal, State or local) terminated for cause or default.

(2) Where the prospective primary participant is unable to certify to any of the statements in this
certification, such prospective participant shall attach an explanation to this proposal.

(3) No subcontract will be issued for this project to any party which is debarred or suspended from
eligibility to receive federally funded contracts.

Signature
Title
Contractor/Firm

Address
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LOCAL VENDOR CERTIFICATION

The undersigned, as a duly authorized representative of the vendor listed herein, certifies to the best of his/her knowledge
and belief, that the vendar meets the definition of a aALocal Business.a For purposes of this section, "local business” shall
mean a business which:

a) Has had a fixed office or distribution point located in and having a street address within Leon, Gadsden, Wakulla, or
Jefferson County for at least six (6) months immediately prior to the issuance of the request for competitive bids or
request for proposals by the County; and

b) Holds any business license required by Leon County {or one of the other local counties), and, if applicable, the City of -
Tallahassee; and

c) s the principal offeror who is a single offeror; a business which is the prime contractor and not a subcontractor; or a
partner or joint venturer.submitting an offer in conjunction with other businesses.

Please complete the following in support of the self-certification and submit copies of your County and City business

licenses. Failure to provide the information requested will result in denial of certification as a local business.

Business Name:

Current Local Address: ‘ A Phone:

Fax;

If the above address has been for less than six months, please provide the prior address.

Length of time at this address:

Home Office Address: Phone:
Fax:
Signature of Authorized Representative Date
STATE OF
COUNTY OF
The foregoing instrument was acknowledged before me this day of .20
By , of ' ,
(Name of officer or agent, title of officer or agent) (Name of corporation acknowledging)
a corporation, on behalf of the corporation. He/she is personally known to me
(State or place of incorporation)
or has produced as identification.
(type of identification)
Signature of Notary
Return Compfeted form with Print, Type or Stamp Name of Notary
supporting documents to:
Leon County Purchasing Division Title or Rank
2284 Miccosukea Road
Tallahassee, Florida 32308
Serial Number, If Any ?
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Mr. Keith Roberts
Purchasing Director

2284 Miccosukee Road
Tallahassee, Florida 32308

RE: Notification of Interest

Dear Mr. Roberts:

Our firm is interested in submitting a proposal to audit three years of Leon County financial
statements, commencing with the fiscal year ending September 30, 2010, with the County's

option to renew twice for two subsequent years, as set forth in the request for proposals.

Yours very truly,

Ly
K
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