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INTRODUCTION 
 
General Information 
 
The City of Big Rapids is requesting proposals from qualified firms of certified public accountants 
to audit its financial statements and compile the City’s Comprehensive Annual Financial Report 
(CAFR) for the fiscal year ending June 30, 2019. Interested firms may submit a proposal for one 
or both of the services. There will be an option to extend the contract for auditing and/or 
compilation of the City’s financial statements for up to five additional years. The continuation of 
the contract after each year is solely at the discretion of the City of Big Rapids. 
 
There is no expressed or implied obligation for the City of Big Rapids to reimburse responding 
firms for any expenses incurred in preparing proposals in response to this request. 
 
During the evaluation process, the City reserves the right to retain all proposals submitted and to 
use any ideas in the proposals regardless of whether the proposal is selected. Submission of a 
proposal indicates acceptance by the firm of the conditions contained in this request for proposal, 
unless clearly and specifically noted in the proposal of the firm selected and confirmed in the 
ensuing contract. 
 
Term of Engagement 
 
A one year contract with an option for up to five additional years is contemplated, subject to annual 
review by the City Treasurer, the satisfactory negotiation of terms (including a price acceptable to 
both the City of Big Rapids and the selected firm) and the concurrence of the City Commission.   
 
In the event of a merger of the audit firm with another firm of certified public accountants or the 
change of partners to the audit firm, this contract will be transferable to the successor firm with 
the approval of the City.  
 
This agreement shall not be assigned, transferred, or subcontracted without the written approval 
of the City of Big Rapids. 
 
DESCIPTION OF THE GOVERNMENT 
 
Principal Contact 
 
The auditor’s principal contact with the City of Big Rapids will be: 
 
Aaron Kuhn, City Treasurer, (231) 592-4002, akuhn@cityofbr.org 
 
 
 
 
 



 3 

Background Information 
 
The City of Big rapids is located 60 miles north of Grand Rapids, 45 miles south of Cadillac on 
U.S. 131, a four lane highway connecting Chicago to Traverse City via Kalamazoo. This route 
provides significant access and economic benefit to the area carrying commerce and much tourist 
traffic to vacation spots in northern Michigan and the Upper Peninsula. Big Rapids is the county 
seat of Mecosta County and is therefore the political center of the region. This position continues 
to produce economic benefit and advantage for the community.  
 
The City is proud to be the home of Ferris State University. The University with its 1,300 
employees and 14,550 students (just over 10,000 of which attend the campus in Big Rapids) is the 
region’s largest employer and the driving force behind the economic, social, and cultural forces in 
Mecosta County. In recent years, the University has experienced large growth and has become the 
fastest growing public institution in the State. 
 
The City has approximately 80 full-time employees and 90 that are employed on a part-time or 
seasonal basis. It provides essential municipal services including public safety, water, waste water, 
regulatory inspections, transportation, and road maintenance. The City serves an area that spans 
approximately 4.4 square miles and has 23.68 acres of Industrial Park.  
 
The Office of the City Treasurer provides all budgetary, financial, accounting, income tax, human 
resource, and assessing functions. The Department has a staff of 9 full-time employees, and also 
utilizes one part-time employee. To manage the accounting and financial reporting functions, the 
City uses BS&A software. The Income Tax Department uses Innovative Software. The City 
operates on a fiscal year that runs from July 1st through June 30th.   
 
The City participates in the Michigan Municipal Employees Retirement System (MERS) and the 
Public Act 345 – Police and Fire Retirement System. The MERS and Public Act 345 retirement 
plans have defined benefit and defined contribution members. The defined benefit plan is closed 
to new employees in both plans. The Act 345 retirement plan is self-administered by the City. In 
addition, the City has five deferred compensation programs. The City transitioned from a self-
insured medical insurance plan to a fully insured medical plan in 2014.  
 
SCOPE OF WORK TO BE PERFORMED 
 
General 
 
To meet the requirements of this request for proposal, the audit shall be performed in accordance 
with generally accepted auditing standards (GAAS) as set forth by the American Institute of 
Certified Public Accountants (AICPA), the standards applicable to financial audits contained in 
Government Auditing Standards as issued by the U.S. Government Accountability Office (GAO), 
the provisions of the U.S. Office of Management and Budget (OMB) Circular A-133, and all other 
applicable State of Michigan or federal standards.  The City of Big Rapids desires the auditor to 
express an opinion on the fair presentation of its financial statements in conformity with generally 
accepted accounting principles (GAAP). 
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Audits performed will also need to address the requirements of and be in compliance with all of 
the following: 
 

• Applicable State of Michigan requirements; 
• Applicable Federal Requirements; 
• Applicable requirements under GAAP; 
• Any other applicable requirements. 

 
The City also may have the necessity for a Single Audit, dependent upon the amount of federal 
grants awarded. The Downtown Development Authority is included in the combined financial 
statements; however a separate report is not prepared.   
 
The successful firm shall conduct an examination of the financial records, amounts, and procedures 
of all funds of the City in place or required to be in place at the end of the fiscal years covered by 
this request for proposal for the purpose of expressing an opinion on the financial statements and 
a report on compliance with applicable laws and regulations.  
 
The audit will include, but not limited to the following funds: 
 

• General Fund 
• Special Revenue Funds 
• Debt Service Funds 
• Capital Project Funds 
• Enterprise Funds 
• Internal Service Funds 
• Fiduciary Funds 
• GASB 34 Funds 

 
The auditors shall also be responsible for preparing the supplementary information required by the 
Government Accounting Standards Board (GASB) as mandated by GAAS. Additionally, the 
auditor will be responsible for preparing other supplementary schedules as required or requested 
by the City Treasurer. 
 
The auditors shall be responsible for year-end and adjusting closing entries, which must be 
supported by backup documents. All year-end and adjusting entries performed by the auditor must 
be approved by the City Treasurer or designee.  
 
The auditors will be responsible to complete of the Government Finance Officer Association 
(GFOA) Certificate of Achievement for Excellence in Financial Reporting application and for 
responding to questions of previous year’s comments. The auditors will also have the 
responsibility to prepare the annual State of Michigan Local Unit Fiscal Report (F-65), Retirement 
System Summary Annual Report (Form 5572) as well as the responses to State of Michigan 
inquiries pertaining to the audit. 
 



 5 

Firms interested in compiling the City’s CAFR must prepare the report to conform to the 
requirements of GASB statements and to comply with the additional requirements to receive the 
Certificate of Achievement for Excellence in Financial Reporting awarded by the GFOA. 
 
The proposal shall contain a statement to address providing reasonable staff to answer questions 
and provide guidance or information as requested that may arise on financial matters without 
additional cost to the City during the course of the contract period. The auditing firm and City shall 
agree in advance upon any additional fees to be charged for services deemed outside the scope of 
this agreement. 
 
Irregularities and Illegal Acts 
 
Auditors shall be required to make an immediate, written report of all irregularities and if illegal 
acts or indications of illegal acts of which they become aware to the City Treasurer and City 
Manager. 
 
Reports to be Issued 
 
Following the completion of the audit of the fiscal year’s financial statements, the auditor shall 
issue a report on the fair presentation of the general-purpose financial statements in conformity 
with generally accepted accounting principles. 
 
The auditor shall prepare the following reports at the completion of the audit: 
 
1. A CAFR on the examination of financial statements of the City including all funds and account 

groups. The auditor will prepare all financial statements and notes to the financial statements.  
 
2. A report on the financial statements, internal control, and compliance in accordance with the 

audit guide and standards for compliance with the Single Audit Act, as may be required. 
 
3. Any supplemental reports, schedules, or other document as may be required by the State of 

Michigan, federal government, GASB, or GAAP. 
 
4. A management report containing comments and recommendations regarding the 

municipality’s system of internal controls, operations, and accounting procedures: that is, its 
methods of safeguarding its assets, insuring the accuracy of its financial information, 
promoting efficiency and adhering to municipal policies. This letter should contain comments 
and recommendations for controlling any internal weaknesses discovered and shall be 
reviewed by the City Treasurer prior to being finalized. 

 
Working Paper Retention and Access to Working Papers 
 
Records and documents pertaining to the City of Big Rapids audit or compilation of financial 
reports will become the property of the City. All working papers and reports must be retained, at 
the auditor’s expense, for a minimum of 5 calendar years after completion of the audit, unless the 
firm is notified in writing by the City of Big Rapids of the need to extend the retention period. The 
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auditor will be required to make any and all working papers available, upon request, to the City of 
Big Rapids. 
 
In addition, the firm shall respond to the reasonable inquiries of successor auditors and allow 
successor auditors to review working papers relating to matters of continuing accounting 
significance.  
 
AUDIT SCHEDULE AND REPORT REQUIRMENTS 
 
Audit Calendar 
 
The selected firm(s) must be able to substantially adhere to the following timeline for the audit 
and/or compilation: 
 

a) Pre-Audit meeting with City by the end of June 
b) Preliminary and field work completed by the end of August  
c) Draft reports completed by the end of September 
d) Final printed and bound reports by the end of October 
e) Presentation of audit to City Commission on the first or third Monday in November  

 
If the proposing firm sees any problem with meeting this schedule, it should be noted in the 
proposal with an alternate schedule.  
 
Report and Other Requirements 
 
The independent auditor or selected firm shall type, reproduce, and assemble the following 
reports and submit as noted: 
 

1. Twenty (20) copies of the CAFR; 
2. Submission of CAFR with the State of Michigan as required; 
3. Twenty (20) copies of the Single Audit Report (included with CAFR), if needed; 
4. Management Letter (included in CAFR); 
5. Other required reports; 
6. Adobe PDF file of the CAFR. 

 
The selected firm will have the responsibility of preparing all aspects of the CAFR with the 
exception of a few City provided pages.  
 
ASSISTANCE TO BE PROVIDED TO THE AUDITOR 
 
Office of the City Treasurer 
 
The Treasurer’s Office staff and responsible management personnel will be available during the 
audit or compilation engagement to assist the firm(s) by providing information, documentation, 
and explanations. The preparation of confirmations will be the responsibility of the Auditor. 
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PROPOSAL REQUIREMENTS 
 
Deadlines to Submit Proposal 
 
Completed proposals must be received by 2:00 p.m., Friday, May 10, 2019. City Commission 
action to award the contract(s) is expected on Monday, June 3, 2019.   
 
Submittal Requirements 
 
Proposals shall be submitted in a sealed envelope clearly marked “AUDITING SERVICES” to: 
  
City of Big Rapids 
Office of the City Treasurer 
226 N. Michigan Avenue 
Big Rapids, MI  49307 
 
Independence 
 
The firm should provide an affirmative statement that it is independent of the City of Big Rapids 
as defined by GAAS and Government Auditing Standards. The firms should also list and describe 
the firm’s professional relationships with the City or any of its agencies for the past five (5) years 
and include a statement explaining why such relationship does not constitute a conflict of interest 
relative to performing the proposed audit and/or compilation engagement. Further, the selected 
firm shall give the City written notice of any professional relationships entered into during the 
period of this agreement or subsequent renewal. 
 
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 where the work on this engagement will be performed, and the number of 
the professional staff to be employed in this engagement, full-time and part-time, along with their 
credentials. A statement should be included indicating that the firm and all assigned key 
professional staff are properly registered to practice in the State of Michigan. 
 
The firm should identify the principal supervisory and management staff including engagement 
partners, managers, other supervisors and staff, who would be assigned to the audit, to the extent 
possible. The firm should also provide information on the government auditing experience of each 
person.  
 
Similar Engagements with Other Government Entities 
 
For the firm’s office and personnel that will be assigned responsibility for the audit and/or 
compilation engagement, list the most significant engagements performed in the past three years 
that are similar to the engagement described in this request for proposal. Indicate the scope of work 
and the name and telephone number of the principal client contact.   
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Identification of Anticipated Potential Audit Problems 
 
The proposal should identify and describe any anticipated audit problems, the firm’s approach to 
resolving these problems, and any special assistance that will be requested from the City. 
 
Total All-Inclusive Maximum Price 
 
Attachment A must be completed and signed.  The price reflected in Attachment A should specify 
all pricing information relative to performing the audit and/or compilation engagement as 
described in this request for proposal. Firm’s interested in providing both services must list a 
separate cost for conducting the audit and for compilation of the City’s CAFR. The total all-
inclusive maximum price is to include all direct and indirect costs including all out-of-pocket 
expenses. 
 
Manner of Payment 
 
Two payments will be made to the audit firm. The first will be made on the basis of hours of work 
completed during the course of the engagement and will approximate the half-way point of the 
engagement. The second will be made after the engagement is completed and all reports have been 
issued.  It is the firm’s responsibility to bill for these payments. 
 
Other 
 
Please include any other information that you think would be helpful in allowing the City of Big 
Rapids to make an informed decision in the selection process.  Focus on the evaluation criteria.   
 
EVALUATION CRITERIA 
 
Mandatory Elements 
 

1. The audit firm is independent and licensed to practice in the State of Michigan. 
2. The audit firm’s professional personnel have received adequate continuing professional 

education within the preceding three years. 
3. The firm has no conflicts of interest with regard to any other work performed by the 

firm for the City of Big Rapids. 
4. The firm submitted a copy of its most recent external quality control review report and 

the firm has a record of quality audit work. 
5. The firm adheres to the instructions in this request for proposal on preparing and 

submitting the proposal. 
6. The firm has an understanding of the specific needs of the City of Big Rapids as it 

relates to the audit and/or compilation engagement. 
 
 
 
 
 



 9 

Technical Qualifications 
 

1. The firm exhibit expertise based on past experience and performance on comparable 
government engagements. 

2. The quality of the firm’s professional personnel to be assigned to the engagement. 
 

Price Consideration 
 
Cost will be an important, but not primary, factor in the selection of an audit firm. 
 
Final Selection 
 
The City of Big Rapids will select a firm based upon its review of the proposals submitted.  The 
City may request clarification of any items in the proposal.    
 
Right to Reject Proposals 
 
Submission of a proposal indicates acceptance by the firm of the conditions contained in this 
request for proposal unless clearly and specifically noted in the proposal submitted and confirmed 
in the contract between the City of Big Rapids and the firm selected. 
 
The City of Big Rapids reserves the right to accept or reject all or any bids or to waive informalities, 
and to award the bid in any manner deemed to be in the best interest of the City.  
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ATTACHMENT A 
 

REQUEST FOR PROPOSAL 
AUDITING SERVICES 

 
 
 
 

Firm Submitting Proposal:  
 
 

Fiscal Year Proposed Fee: 
Auditing Services 

Proposed Fee: 
Compilation of CAFR Total Proposed Fee 

2019    

2020    

2021    

2022    

2023    

2024    

Note: Fiscal Year 2020 – 2024 services will depend upon the City electing to renew the agreement. 
 
 
 
 
 
 
 
 
 
Signature of Authorized Representative      Date 
 
 
 
Title 
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