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[bookmark: _Toc360625735]BACKGROUND
[bookmark: _Toc344993216][bookmark: _Toc345076082][bookmark: _Toc360625736]Purpose of the Request for Proposals
This Request for Proposals (RFP) invites audit firms to submit proposals for the performance of audit services with respect to the financial statements of <<Organization Name>>.
[bookmark: _Toc344461149][bookmark: _Toc344461262][bookmark: _Toc344461375][bookmark: _Toc344461693][bookmark: _Toc344461872][bookmark: _Toc344461970][bookmark: _Toc344462069][bookmark: _Toc344462167][bookmark: _Toc344462846][bookmark: _Toc344462951][bookmark: _Toc344463476][bookmark: _Toc344463579][bookmark: _Toc344463683][bookmark: _Toc344463787][bookmark: _Toc344463884][bookmark: _Toc344993218][bookmark: _Toc345076084][bookmark: _Toc344461150][bookmark: _Toc344461263][bookmark: _Toc344461376][bookmark: _Toc344461694][bookmark: _Toc344461873][bookmark: _Toc344461971][bookmark: _Toc344462070][bookmark: _Toc344462168][bookmark: _Toc344462847][bookmark: _Toc344462952][bookmark: _Toc344463477][bookmark: _Toc344463580][bookmark: _Toc344463684][bookmark: _Toc344463788][bookmark: _Toc344463885][bookmark: _Toc344993219][bookmark: _Toc345076085][bookmark: _Toc344461151][bookmark: _Toc344461264][bookmark: _Toc344461377][bookmark: _Toc344461695][bookmark: _Toc344461874][bookmark: _Toc344461972][bookmark: _Toc344462071][bookmark: _Toc344462169][bookmark: _Toc344462848][bookmark: _Toc344462953][bookmark: _Toc344463478][bookmark: _Toc344463581][bookmark: _Toc344463685][bookmark: _Toc344463789][bookmark: _Toc344463886][bookmark: _Toc344993220][bookmark: _Toc345076086][bookmark: _Toc360625737]Period of Service Agreement
The selected Proponent will perform the audit services as described above for one year, commencing with the <<Year>> reporting year. The <<Organization Name>> will retain the option to extend the Service Agreement for up to <<Quantity>> additional years, in one-year increments, provided both parties agree to the renewal.  The fiscal year of the <<Organization Name>> is <<Fiscal period>>.   
[bookmark: _Toc345076088][bookmark: _Toc360625738]Type and Scope of Audit
The audit of the Financial Statements of <<Organization Name>> (the financial audit) must be conducted in accordance with Canadian Auditing Standards (CAS).
The audit report should express an opinion as to whether the financial statements present fairly, in all material respects, the financial position of the entity, and the results of its operations, change in its net liabilities, and its cash flows for the year in accordance with Canadian Generally Accepted Accounting Principles (GAAP).
Note to RFP Author: If the financial statements are prepared on a compliance basis and not in accordance with GAAP, the wording of the second paragraph in this section should be amended as follows:
The audit report should express an opinion as to whether the financial statements are prepared, in all material respects, in accordance with section 23.1 of the Budget Transparency and Accountability Act of the Province of British Columbia.  Note that because this accounting framework is not in accordance with GAAP, there are additional reporting requirements to the Office of the Auditor General as described in section 3.2.4.
[bookmark: _Toc344461156][bookmark: _Toc344461269][bookmark: _Toc344461382][bookmark: _Toc344461700][bookmark: _Toc344461879][bookmark: _Toc344461977][bookmark: _Toc344462076][bookmark: _Toc344462174][bookmark: _Toc344462853][bookmark: _Toc344462958][bookmark: _Toc344463483][bookmark: _Toc344463586][bookmark: _Toc344463690][bookmark: _Toc344463794][bookmark: _Toc344463891][bookmark: _Toc344993225][bookmark: _Toc345076092][bookmark: _Toc344993226][bookmark: _Toc345076093][bookmark: _Toc344993227][bookmark: _Toc345076094][bookmark: _Toc353883560][bookmark: _Toc353884201][bookmark: _Toc353884324][bookmark: _Toc354471922][bookmark: _Toc354565020][bookmark: _Toc354565214][bookmark: _Toc354576239][bookmark: _Toc353883561][bookmark: _Toc353884202][bookmark: _Toc353884325][bookmark: _Toc354471923][bookmark: _Toc354565021][bookmark: _Toc354565215][bookmark: _Toc354576240][bookmark: _Toc353883562][bookmark: _Toc353884203][bookmark: _Toc353884326][bookmark: _Toc354471924][bookmark: _Toc354565022][bookmark: _Toc354565216][bookmark: _Toc354576241]


[bookmark: _Toc360625739]Timing of the Auditor’s Reports
The Auditor will:
1. provide the financial statement auditor’s report, addressed to <<Organization Name>> and the Minister of <<Ministry Responsible>>[footnoteRef:2], having format and content consistent with Canadian Auditing Standards;  [2:  Reporting to the Minister responsible is a specific requirement of paragraph 11(3) of the Auditor General Act.] 

2. provide the Audit / Finance Committee of <<Organization Name>> with the auditor’s reports in sufficient time to enable <<Organization Name>> to meet any statutory reporting requirements such as timing and distribution where the report is needed for inclusion in the Public Accounts of the Province, or must be submitted to the responsible minister.  The timing for the report is <<Date>>.  This date is based on current information and is subject to change.  See Section 3.3 for other Key Dates. 
[bookmark: _Toc353883127][bookmark: _Toc353883320][bookmark: _Toc360625740]Other Reporting Requirements
Notes to RFP Author:
· Paragraphs 3.2.2 and 3.2.3 should only be included if your organization is classified by the Office of the Auditor General as a significant component[footnoteRef:3] of the government reporting entity. The organization should contact the Office of the Auditor General if they are unsure whether they are classified as significant or non-significant.  [3:  A significant component is one identified by the group engagement team (i) that is of individual significance to the group, or (ii) that, due to its specific nature or circumstances, is likely to include significant risks of material misstatement to the group financial statements. ] 

· Paragraph 3.2.2 should not be included if your organization is a government business enterprise type of organization.
· Paragraph 3.2.4 should only be included if your organization prepares its financial statements on a compliance basis and not in accordance with GAAP.
Role of the Auditor General
The Auditor General is the auditor of the Summary Financial Statements of the Province of British Columbia. The Summary Financial Statements are the financial statements of the government reporting entity. The government reporting entity consists of ministries, Crown corporations, and other government organizations such as universities, colleges, school districts, health authorities, and similar organizations that are controlled by the Provincial government.
In order to provide an opinion on the Summary Financial Statements of the Province, the Auditor General intends to rely on the work of the Auditor pursuant to Canadian Auditing Standards. The Auditor will, as auditor of <<Organization Name>>, communicate with the Auditor General concerning his or her intended reliance.
In order to provide an opinion on the Summary Financial Statements of the Province, the Auditor General must be assured that the financial statement audit process for government organizations is sufficient to rely on. In order to obtain this assurance, the Auditor General will carry out directly a limited number of audits and will participate, to varying degrees, in other audits. In some cases, the Auditor General will be extensively involved in the planning, examination and reporting phases of the audit. The involvement of the Auditor General will supplement, not replace, the work of the Auditor and will not relieve nor interfere with the Auditor’s duties to the Board.
The Auditor General will consult with <<Organization Name>> about the level of involvement expected for each year’s financial audit. <<Organization Name>> will advise the Auditor each year about the expected level of involvement of the Auditor General in that year’s financial audit.
Group Audit Reliance Procedures
Reporting requirements to the Auditor General regarding the financial audit of the organization will also include providing audit documentation such as risk assessments, key planning documents, corrected and uncorrected audit differences, audit results for significant risks and reports to management and those charged with governance of the organization. The Auditor is required to notify the Auditor General of any concerns regarding the honesty and integrity of management; suspected or detected fraud; material weaknesses in internal control over financial reporting; and related party transactions that are not in the normal course of operations. Auditors are also required to report issues that should be brought to the attention of the Auditor General in relation to the responsibilities of his or her legislated mandate.
Subsequent Events Assurance
With respect to the audit of the financial statements of <<Organization Name>>, the Auditor will also be required to perform additional subsequent event procedures as the Auditor General’s audit of the Province’s Summary Financial Statements is nearing completion.  These procedures are typically completed up to the second Friday of June each year (“Subsequent Events Date”); however, this date may be subject to revision.  Subsequent events assurance procedures would likely include:
a. Obtaining an understanding of any procedures that management of <<Organization Name>> has established to ensure that subsequent events are identified.
b. Making inquiries of management (and those charged with governance) as to:
a. Whether subsequent events that have occurred during the period from the client’s year end date to the Subsequent Events Date might affect the financial statements;
b. Management or board decisions taken at meetings where the minutes are not yet available; and
c. Current status of items that were accounted for on the basis of preliminary or inconclusive data.
c. Reading relevant documents such as financial reports prepared by the client subsequent to the client’s year end date and minutes of meetings of governing Boards and important committees for the period from the client’s year end date to the Subsequent Events Date.
d.  Obtaining a letter of management representation from the organization’s officials and a letter regarding any outstanding legal matters from its lawyers as of the Subsequent Events Date.
e. Making inquiries of management regarding specific matters that might require adjustment to and / or disclosure in the financial statements such as changes in contractual obligations, sale or acquisition of assets, changes or proposed changes to long-term debt, etc. 
Reporting Impact of not applying Public Sector Accounting Standards (PSAS)
As <<Organization Name>> prepares its financial statements in compliance with section 23.1 of the Budget Transparency and Accountability Act of the Province of British Columbia, there are additional reporting requirements to the Auditor General.  The Auditor General is required by legislation to report on the fair presentation of the summary financial statements of the Province in accordance with PSAS.  Therefore, the Auditor General will require the Auditor to report on how the accounts would differ had they been reported in accordance with PSAS.  Note that this requirement does not apply to balances and transactions between <<Organization Name>> and the Province, as these amounts are eliminated when consolidated into the Province’s summary financial statements. 



[bookmark: _Toc360625741]Key Audit Dates
The key audit dates for the financial audit are as follows:
	Event
	Key Audit Date for each Fiscal Year

	· Presentation of Audit Planning Report to the Audit / Finance Committee of the Board
	<<Date>>

	· First draft of financial statements sent to Auditor
	<<Date>>

	· Near final draft of financial statements sent to Auditor
	<<Date>>

	· Final unsigned financial statements sent to Auditor
	<<Date>>

	· Presentation of Final Report to the Audit / Finance Committee
	<<Date>>

	· Financial statements and annual report approved by the Board
	<<Date>>

	· Entity reporting deadline for OCG
	<<Date>>

	· Auditor reports to the Office of the Auditor General 
	<<Date>>


[bookmark: _Toc344461160][bookmark: _Toc344461273][bookmark: _Toc344461386][bookmark: _Toc344461704][bookmark: _Toc344461883][bookmark: _Toc344461981][bookmark: _Toc344462080][bookmark: _Toc344462178][bookmark: _Toc344462857][bookmark: _Toc344462962][bookmark: _Toc344463487][bookmark: _Toc344463590][bookmark: _Toc344463694][bookmark: _Toc344463798][bookmark: _Toc344463895][bookmark: _Toc344993230][bookmark: _Toc345076097][bookmark: _Toc344461161][bookmark: _Toc344461274][bookmark: _Toc344461387][bookmark: _Toc344461705][bookmark: _Toc344461884][bookmark: _Toc344461982][bookmark: _Toc344462081][bookmark: _Toc344462179][bookmark: _Toc344462858][bookmark: _Toc344462963][bookmark: _Toc344463488][bookmark: _Toc344463591][bookmark: _Toc344463695][bookmark: _Toc344463799][bookmark: _Toc344463896][bookmark: _Toc344993231][bookmark: _Toc345076098][bookmark: _Toc344461162][bookmark: _Toc344461275][bookmark: _Toc344461388][bookmark: _Toc344461706][bookmark: _Toc344461885][bookmark: _Toc344461983][bookmark: _Toc344462082][bookmark: _Toc344462180][bookmark: _Toc344462859][bookmark: _Toc344462964][bookmark: _Toc344463489][bookmark: _Toc344463592][bookmark: _Toc344463696][bookmark: _Toc344463800][bookmark: _Toc344463897][bookmark: _Toc344993232][bookmark: _Toc345076099][bookmark: _Toc344461163][bookmark: _Toc344461276][bookmark: _Toc344461389][bookmark: _Toc344461707][bookmark: _Toc344461886][bookmark: _Toc344461984][bookmark: _Toc344462083][bookmark: _Toc344462181][bookmark: _Toc344462860][bookmark: _Toc344462965][bookmark: _Toc344463490][bookmark: _Toc344463593][bookmark: _Toc344463697][bookmark: _Toc344463801][bookmark: _Toc344463898][bookmark: _Toc344993233][bookmark: _Toc345076100][bookmark: _Toc344461164][bookmark: _Toc344461277][bookmark: _Toc344461390][bookmark: _Toc344461708][bookmark: _Toc344461887][bookmark: _Toc344461985][bookmark: _Toc344462084][bookmark: _Toc344462182][bookmark: _Toc344462861][bookmark: _Toc344462966][bookmark: _Toc344463491][bookmark: _Toc344463594][bookmark: _Toc344463698][bookmark: _Toc344463802][bookmark: _Toc344463899][bookmark: _Toc344993234][bookmark: _Toc345076101][bookmark: _Toc344461165][bookmark: _Toc344461278][bookmark: _Toc344461391][bookmark: _Toc344461709][bookmark: _Toc344461888][bookmark: _Toc344461986][bookmark: _Toc344462085][bookmark: _Toc344462183][bookmark: _Toc344462862][bookmark: _Toc344462967][bookmark: _Toc344463492][bookmark: _Toc344463595][bookmark: _Toc344463699][bookmark: _Toc344463803][bookmark: _Toc344463900][bookmark: _Toc344993235][bookmark: _Toc345076102][bookmark: _Toc344461166][bookmark: _Toc344461279][bookmark: _Toc344461392][bookmark: _Toc344461710][bookmark: _Toc344461889][bookmark: _Toc344461987][bookmark: _Toc344462086][bookmark: _Toc344462184][bookmark: _Toc344462863][bookmark: _Toc344462968][bookmark: _Toc344463493][bookmark: _Toc344463596][bookmark: _Toc344463700][bookmark: _Toc344463804][bookmark: _Toc344463901][bookmark: _Toc344993236][bookmark: _Toc345076103][bookmark: _Toc344461167][bookmark: _Toc344461280][bookmark: _Toc344461393][bookmark: _Toc344461711][bookmark: _Toc344461890][bookmark: _Toc344461988][bookmark: _Toc344462087][bookmark: _Toc344462185][bookmark: _Toc344462864][bookmark: _Toc344462969][bookmark: _Toc344463494][bookmark: _Toc344463597][bookmark: _Toc344463701][bookmark: _Toc344463805][bookmark: _Toc344463902][bookmark: _Toc344993237][bookmark: _Toc345076104][bookmark: _Toc344461168][bookmark: _Toc344461281][bookmark: _Toc344461394][bookmark: _Toc344461712][bookmark: _Toc344461891][bookmark: _Toc344461989][bookmark: _Toc344462088][bookmark: _Toc344462186][bookmark: _Toc344462865][bookmark: _Toc344462970][bookmark: _Toc344463495][bookmark: _Toc344463598][bookmark: _Toc344463702][bookmark: _Toc344463806][bookmark: _Toc344463903][bookmark: _Toc344993238][bookmark: _Toc345076105][bookmark: _Toc344461169][bookmark: _Toc344461282][bookmark: _Toc344461395][bookmark: _Toc344461713][bookmark: _Toc344461892][bookmark: _Toc344461990][bookmark: _Toc344462089][bookmark: _Toc344462187][bookmark: _Toc344462866][bookmark: _Toc344462971][bookmark: _Toc344463496][bookmark: _Toc344463599][bookmark: _Toc344463703][bookmark: _Toc344463807][bookmark: _Toc344463904][bookmark: _Toc344993239][bookmark: _Toc345076106][bookmark: _Toc344461170][bookmark: _Toc344461283][bookmark: _Toc344461396][bookmark: _Toc344461714][bookmark: _Toc344461893][bookmark: _Toc344461991][bookmark: _Toc344462090][bookmark: _Toc344462188][bookmark: _Toc344462867][bookmark: _Toc344462972][bookmark: _Toc344463497][bookmark: _Toc344463600][bookmark: _Toc344463704][bookmark: _Toc344463808][bookmark: _Toc344463905][bookmark: _Toc344993240][bookmark: _Toc345076107][bookmark: _Toc344461171][bookmark: _Toc344461284][bookmark: _Toc344461397][bookmark: _Toc344461715][bookmark: _Toc344461894][bookmark: _Toc344461992][bookmark: _Toc344462091][bookmark: _Toc344462189][bookmark: _Toc344462868][bookmark: _Toc344462973][bookmark: _Toc344463498][bookmark: _Toc344463601][bookmark: _Toc344463705][bookmark: _Toc344463809][bookmark: _Toc344463906][bookmark: _Toc344993241][bookmark: _Toc345076108][bookmark: _Toc344461172][bookmark: _Toc344461285][bookmark: _Toc344461398][bookmark: _Toc344461716][bookmark: _Toc344461895][bookmark: _Toc344461993][bookmark: _Toc344462092][bookmark: _Toc344462190][bookmark: _Toc344462869][bookmark: _Toc344462974][bookmark: _Toc344463499][bookmark: _Toc344463602][bookmark: _Toc344463706][bookmark: _Toc344463810][bookmark: _Toc344463907][bookmark: _Toc344993242][bookmark: _Toc345076109][bookmark: _Toc344461173][bookmark: _Toc344461286][bookmark: _Toc344461399][bookmark: _Toc344461717][bookmark: _Toc344461896][bookmark: _Toc344461994][bookmark: _Toc344462093][bookmark: _Toc344462191][bookmark: _Toc344462870][bookmark: _Toc344462975][bookmark: _Toc344463500][bookmark: _Toc344463603][bookmark: _Toc344463707][bookmark: _Toc344463811][bookmark: _Toc344463908][bookmark: _Toc344993243][bookmark: _Toc345076110][bookmark: _Toc344461174][bookmark: _Toc344461287][bookmark: _Toc344461400][bookmark: _Toc344461718][bookmark: _Toc344461897][bookmark: _Toc344461995][bookmark: _Toc344462094][bookmark: _Toc344462192][bookmark: _Toc344462871][bookmark: _Toc344462976][bookmark: _Toc344463501][bookmark: _Toc344463604][bookmark: _Toc344463708][bookmark: _Toc344463812][bookmark: _Toc344463909][bookmark: _Toc344993244][bookmark: _Toc345076111][bookmark: _Toc344461175][bookmark: _Toc344461288][bookmark: _Toc344461401][bookmark: _Toc344461719][bookmark: _Toc344461898][bookmark: _Toc344461996][bookmark: _Toc344462095][bookmark: _Toc344462193][bookmark: _Toc344462872][bookmark: _Toc344462977][bookmark: _Toc344463502][bookmark: _Toc344463605][bookmark: _Toc344463709][bookmark: _Toc344463813][bookmark: _Toc344463910][bookmark: _Toc344993245][bookmark: _Toc345076112][bookmark: _Toc344461176][bookmark: _Toc344461289][bookmark: _Toc344461402][bookmark: _Toc344461720][bookmark: _Toc344461899][bookmark: _Toc344461997][bookmark: _Toc344462096][bookmark: _Toc344462194][bookmark: _Toc344462873][bookmark: _Toc344462978][bookmark: _Toc344463503][bookmark: _Toc344463606][bookmark: _Toc344463710][bookmark: _Toc344463814][bookmark: _Toc344463911][bookmark: _Toc344993246][bookmark: _Toc345076113][bookmark: _Toc344461177][bookmark: _Toc344461290][bookmark: _Toc344461403][bookmark: _Toc344461721][bookmark: _Toc344461900][bookmark: _Toc344461998][bookmark: _Toc344462097][bookmark: _Toc344462195][bookmark: _Toc344462874][bookmark: _Toc344462979][bookmark: _Toc344463504][bookmark: _Toc344463607][bookmark: _Toc344463711][bookmark: _Toc344463815][bookmark: _Toc344463912][bookmark: _Toc344993247][bookmark: _Toc345076114][bookmark: _Toc360625742]Management Letter
The Auditor will prepare a management letter for the financial audit that highlights observations and recommendations related to internal control, accounting issues, or other matters identified during the audit.  A request for a copy of the management letter will be included in the annual reliance letter sent by the Auditor General to all government organization auditors.  
While performing the audit, the Auditor must be mindful that the public and legislators expect <<Organization Name>> to conduct business in a proper and prudent manner, giving every regard to spending employers’ money wisely. The Auditor should remain alert while carrying out the audit for significant instances or patterns of behaviour that give rise to concerns about:
a. accountability in the use and management of employers’ monies;
b. waste or misuse of <<Organization Name>> resources;
c. probity in behaviour; or
d. compliance with financial and other legislation.

A request for a copy of the management letter will be included in the annual reliance letter sent by the Auditor General to all government organization auditors.
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The Auditor will invoice <<Organization Name>> for the audit fees for services completed as contemplated under this Request for Proposals. Amounts billed will be according to the tendered amounts set out in the Service Agreement with the Auditor.
After completion of the <<Number of Years>> year under the Service Agreement, either the Auditor or <<Organization Name>> may call for a meeting to determine whether the audit fees for the remaining <<Number of Years>> years should be revised. Such a meeting may only be convened if:
a. There has been or will be a significant change in the size and scope of <<Organization Name>>’s operations that has resulted, or will result, in changes to the nature and extent of the audit work and that could not have been anticipated at the closing date of the RFP;
b. There have been significant changes to professional standards for carrying out an audit in accordance with Canadian Auditing Standards, where such changes were not known and could not have been anticipated at the closing date of the RFP; 
c. There have been significant changes to accounting standards or the accounting framework adopted by <<Organization Name>> that has resulted, or will result, in changes to the nature and extent of the audit work and that could not have been anticipated at the closing date of the RFP; or 
In the event that additional work needs to be performed in any particular year to meet Canadian Auditing Standards due to issues outside of the control of the Auditor, the Auditor will discuss with <<Organization Name>> whether an additional fee may be charged for such work. The Auditor will provide <<Organization Name>> with full details of such additional audit work and the reasons for it.
[bookmark: _Toc360625744]Information about <<Organization Name>>
[bookmark: _Toc360625745]Description
RFP Author: this section provides any proponents for the RFP with details of the organization.  Some examples of key information to include here or as appendices are:
· Enabling legislation
· Mission and vision statements
· Details of normal operating activities
· Promotional or other materials outlining the organization’s operations
· Corporate plan
· Annual plan
· Business plan
· Details of unique regulatory or audit requirements
· A discussion regarding any contentious issues
· Details of the financial reporting framework applicable to the organization
· A copy of an updated organization chart
[bookmark: _Toc344461191][bookmark: _Toc344461304][bookmark: _Toc344461417][bookmark: _Toc344461735][bookmark: _Toc344461914][bookmark: _Toc344462012][bookmark: _Toc344462111][bookmark: _Toc344462209][bookmark: _Toc344462888][bookmark: _Toc344462993][bookmark: _Toc344463518][bookmark: _Toc344463621][bookmark: _Toc344463725][bookmark: _Toc344463829][bookmark: _Toc344463926][bookmark: _Toc344993261][bookmark: _Toc345076128][bookmark: _Toc344461192][bookmark: _Toc344461305][bookmark: _Toc344461418][bookmark: _Toc344461736][bookmark: _Toc344461915][bookmark: _Toc344462013][bookmark: _Toc344462112][bookmark: _Toc344462210][bookmark: _Toc344462889][bookmark: _Toc344462994][bookmark: _Toc344463519][bookmark: _Toc344463622][bookmark: _Toc344463726][bookmark: _Toc344463830][bookmark: _Toc344463927][bookmark: _Toc344993262][bookmark: _Toc345076129][bookmark: _Toc344461193][bookmark: _Toc344461306][bookmark: _Toc344461419][bookmark: _Toc344461737][bookmark: _Toc344461916][bookmark: _Toc344462014][bookmark: _Toc344462113][bookmark: _Toc344462211][bookmark: _Toc344462890][bookmark: _Toc344462995][bookmark: _Toc344463520][bookmark: _Toc344463623][bookmark: _Toc344463727][bookmark: _Toc344463831][bookmark: _Toc344463928][bookmark: _Toc344993263][bookmark: _Toc345076130][bookmark: _Toc344461194][bookmark: _Toc344461307][bookmark: _Toc344461420][bookmark: _Toc344461738][bookmark: _Toc344461917][bookmark: _Toc344462015][bookmark: _Toc344462114][bookmark: _Toc344462212][bookmark: _Toc344462891][bookmark: _Toc344462996][bookmark: _Toc344463521][bookmark: _Toc344463624][bookmark: _Toc344463728][bookmark: _Toc344463832][bookmark: _Toc344463929][bookmark: _Toc344993264][bookmark: _Toc345076131][bookmark: _Toc344461195][bookmark: _Toc344461308][bookmark: _Toc344461421][bookmark: _Toc344461739][bookmark: _Toc344461918][bookmark: _Toc344462016][bookmark: _Toc344462115][bookmark: _Toc344462213][bookmark: _Toc344462892][bookmark: _Toc344462997][bookmark: _Toc344463522][bookmark: _Toc344463625][bookmark: _Toc344463729][bookmark: _Toc344463833][bookmark: _Toc344463930][bookmark: _Toc344993265][bookmark: _Toc345076132][bookmark: _Toc344461196][bookmark: _Toc344461309][bookmark: _Toc344461422][bookmark: _Toc344461740][bookmark: _Toc344461919][bookmark: _Toc344462017][bookmark: _Toc344462116][bookmark: _Toc344462214][bookmark: _Toc344462893][bookmark: _Toc344462998][bookmark: _Toc344463523][bookmark: _Toc344463626][bookmark: _Toc344463730][bookmark: _Toc344463834][bookmark: _Toc344463931][bookmark: _Toc344993266][bookmark: _Toc345076133][bookmark: _Toc344461197][bookmark: _Toc344461310][bookmark: _Toc344461423][bookmark: _Toc344461741][bookmark: _Toc344461920][bookmark: _Toc344462018][bookmark: _Toc344462117][bookmark: _Toc344462215][bookmark: _Toc344462894][bookmark: _Toc344462999][bookmark: _Toc344463524][bookmark: _Toc344463627][bookmark: _Toc344463731][bookmark: _Toc344463835][bookmark: _Toc344463932][bookmark: _Toc344993267][bookmark: _Toc345076134][bookmark: _Toc344461198][bookmark: _Toc344461311][bookmark: _Toc344461424][bookmark: _Toc344461742][bookmark: _Toc344461921][bookmark: _Toc344462019][bookmark: _Toc344462118][bookmark: _Toc344462216][bookmark: _Toc344462895][bookmark: _Toc344463000][bookmark: _Toc344463525][bookmark: _Toc344463628][bookmark: _Toc344463732][bookmark: _Toc344463836][bookmark: _Toc344463933][bookmark: _Toc344993268][bookmark: _Toc345076135][bookmark: _Toc344461199][bookmark: _Toc344461312][bookmark: _Toc344461425][bookmark: _Toc344461743][bookmark: _Toc344461922][bookmark: _Toc344462020][bookmark: _Toc344462119][bookmark: _Toc344462217][bookmark: _Toc344462896][bookmark: _Toc344463001][bookmark: _Toc344463526][bookmark: _Toc344463629][bookmark: _Toc344463733][bookmark: _Toc344463837][bookmark: _Toc344463934][bookmark: _Toc344993269][bookmark: _Toc345076136][bookmark: _Toc344461200][bookmark: _Toc344461313][bookmark: _Toc344461426][bookmark: _Toc344461744][bookmark: _Toc344461923][bookmark: _Toc344462021][bookmark: _Toc344462120][bookmark: _Toc344462218][bookmark: _Toc344462897][bookmark: _Toc344463002][bookmark: _Toc344463527][bookmark: _Toc344463630][bookmark: _Toc344463734][bookmark: _Toc344463838][bookmark: _Toc344463935][bookmark: _Toc344993270][bookmark: _Toc345076137][bookmark: _Toc360625746]Key Information Systems 
The key financial statement components or processes are tabulated below.
RFP Author: this table should disclose all major information systems that the organization relies on for financial reporting.
	Financial Statement Component  or Key Business Process
	Key Application Name

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


[bookmark: _Toc344461202][bookmark: _Toc344461315][bookmark: _Toc344461428][bookmark: _Toc344461746][bookmark: _Toc344461925][bookmark: _Toc344462023][bookmark: _Toc344462122][bookmark: _Toc344462220][bookmark: _Toc344462899][bookmark: _Toc344463004][bookmark: _Toc344463529][bookmark: _Toc344463632][bookmark: _Toc344463736][bookmark: _Toc344463840][bookmark: _Toc344463937][bookmark: _Toc344993272][bookmark: _Toc345076139][bookmark: _Toc344461203][bookmark: _Toc344461316][bookmark: _Toc344461429][bookmark: _Toc344461747][bookmark: _Toc344461926][bookmark: _Toc344462024][bookmark: _Toc344462123][bookmark: _Toc344462221][bookmark: _Toc344462900][bookmark: _Toc344463005][bookmark: _Toc344463530][bookmark: _Toc344463633][bookmark: _Toc344463737][bookmark: _Toc344463841][bookmark: _Toc344463938][bookmark: _Toc344993273][bookmark: _Toc345076140][bookmark: _Toc344461204][bookmark: _Toc344461317][bookmark: _Toc344461430][bookmark: _Toc344461748][bookmark: _Toc344461927][bookmark: _Toc344462025][bookmark: _Toc344462124][bookmark: _Toc344462222][bookmark: _Toc344462901][bookmark: _Toc344463006][bookmark: _Toc344463531][bookmark: _Toc344463634][bookmark: _Toc344463738][bookmark: _Toc344463842][bookmark: _Toc344463939][bookmark: _Toc344993274][bookmark: _Toc345076141][bookmark: _Toc344461205][bookmark: _Toc344461318][bookmark: _Toc344461431][bookmark: _Toc344461749][bookmark: _Toc344461928][bookmark: _Toc344462026][bookmark: _Toc344462125][bookmark: _Toc344462223][bookmark: _Toc344462902][bookmark: _Toc344463007][bookmark: _Toc344463532][bookmark: _Toc344463635][bookmark: _Toc344463739][bookmark: _Toc344463843][bookmark: _Toc344463940][bookmark: _Toc344993275][bookmark: _Toc345076142][bookmark: _Toc360625747]Audit Responsibility
The overall responsibility for the audit rests with <<Name>>, <<Title>>.
[bookmark: _Toc360625748]Work Done by <<Organization Name>> Staff
A major objective of <<Organization Name>> is to ensure quality audits and services at a reasonable cost. Accordingly, <<Organization Name>> staff are prepared to assist the Auditor by providing information, documentation and explanations as required. Assistance would include the following:
a. Preparation of financial statements, including notes and schedules;
b. Preparation of year-end working papers and lead sheets;
c. Preparation of accounting schedules and reconciliations;
d. Comparative analysis of current and prior results;
e. Location of documentation supporting transactions selected for testing;
f. Typing of confirmations and other related correspondence;
g. Other reasonable assistance as required by the Auditor.
The above would include meetings with audit staff during the planning and field work stage of the audit.  All <<Organization Name>> staff involved with the audit process are located at <<Address>>.
[bookmark: _Toc360625749]Audit / Finance Committee
<<Organization Name>> has an Audit / Finance Committee, which assists the Board in fulfilling its oversight responsibilities by reviewing:
a. the financial and performance information that will be provided to the Province and the public;
b. the systems of internal controls, that Management and the Board have approved;
c. all audit processes;
d. compliance with laws, regulations and policies that may apply to <<Organization Name>>
e. RFP Author: Include any other relevant responsibilities of the Audit or Finance Committee 

[bookmark: _Toc360625750]Internal Audit
RFP Author: amend this section as appropriate for your circumstances.
<<Organization Name>> has an Internal Audit department which carries out both financial and value for money audits.  Although some elements of the department’s annual work-plan may be of value to the Auditor, the department does not carry out any specific tasks in support of the financial statements audit.  
OR
<<Organization Name>> does not have an Internal Audit Department.


[bookmark: _Toc360625751]REQUEST FOR PROPOSALS ADMINISTRATION

The following terms and conditions apply to this RFP and to the subsequent Service Agreement. Submission of a proposal in response to this RFP indicates acceptance of all the terms and conditions that follow and that are included in any addenda issued by <<Organization Name>>. Provisions in proposals that contradict any of the terms of this RFP will be as if not written and do not exist.
[bookmark: _Toc360625752]Definitions
Throughout this Request for Proposals, the following definitions apply:
1.  “Contract”  or “Service Agreement” means the written agreement resulting from this Request for Proposals executed by <<Organization Name>> and the Auditor;
1. “Auditor” means the successful Proponent to this Request for Proposals who enters into a written Contract with <<Organization Name>>;
RFP Author: if the organization uses an acronym or short form for the organization name, then include the following bullet point
· “<<Organization Acronym / Short form of name>>” means <<Full Organization Name>>;
1. “must”, or “mandatory” means a requirement that must be met in order for a proposal to receive consideration; 
1. “Proponent” means an individual or a company that submits, or intends to submit, a proposal in response to this Request for Proposals;
1. “Province” means Her Majesty the Queen in Right of the Province of British Columbia and includes <<Organization Name>> ;
1. “Request for Proposals” or “RFP” means the process described in this document; and
1. “should” or “desirable” means a requirement having a significant degree of importance to the objectives of the Request for Proposals.
[bookmark: _Toc347317804][bookmark: _Toc347317881][bookmark: _Toc347332797][bookmark: _Toc360625753]Request for Proposals Process
Proponents are advised to fill out and return the Receipt Confirmation Form (Appendix A)
[bookmark: _Toc360625754]Enquiries
All enquiries related to this Request for Proposals are to be directed, in writing by letter or email, to the contact persons identified on the front page of this Request for Proposals. Information obtained from any other source is not official and should not be relied upon.  Responses to enquiries concerning clarification of the terms of this Request for Proposals or information included in it will be provided to those Proponents who have returned the Receipt Confirmation Form. Enquiries must be communicated to the contact persons at least five days prior to the RFP closing date.  Where possible, responses will be provided within two business days.
[bookmark: _Toc360625755]Information Meeting
An information meeting will be held at the time and in the location specified on the front page of this RFP.
Oral questions will be accepted at the information meeting. However, questions of a highly complex nature, or questions where the questioner requires anonymity, should be forwarded in writing by letter or email, prior to the meeting, to the contact persons. The <<Organization Name>>’s <<Senior Financial Officer>>, <<Staff Person>> (or delegate) and <<Information Technology Expert>> will be present at the information meeting. 
The minutes from the meeting will be distributed to those Proponents who have returned the Receipt Confirmation Form.
[bookmark: _Toc360625756]Closing Date and Time
Proposals must be received by <<Date>> at <<Time>> Pacific Time.
Electronic proposals must be sent by email to <<Contact Name>> at <<Contact Email>>. Electronic proposals must be a single PDF document (i.e. do not send multiple PDF documents or other attachments). Any text in the email sent to <<Contact Name>> will not be considered part of the Proponent’s proposal.
Alternatively, hardcopy proposals (<<Quantity>> complete copies of the proposal must be received) can be submitted by hand or courier to:
<<Organization Name>>
<<Organization Address>>
Attention: <<Contact Name>>
[bookmark: _Toc344461216][bookmark: _Toc344461329][bookmark: _Toc344461441][bookmark: _Toc344461759][bookmark: _Toc344461938][bookmark: _Toc344462036][bookmark: _Toc344462135][bookmark: _Toc344462233][bookmark: _Toc344462912][bookmark: _Toc344463017][bookmark: _Toc344463542][bookmark: _Toc344463645][bookmark: _Toc344463749][bookmark: _Toc344463853][bookmark: _Toc344463950][bookmark: _Toc344993285][bookmark: _Toc345076152][bookmark: _Toc344461217][bookmark: _Toc344461330][bookmark: _Toc344461442][bookmark: _Toc344461760][bookmark: _Toc344461939][bookmark: _Toc344462037][bookmark: _Toc344462136][bookmark: _Toc344462234][bookmark: _Toc344462913][bookmark: _Toc344463018][bookmark: _Toc344463543][bookmark: _Toc344463646][bookmark: _Toc344463750][bookmark: _Toc344463854][bookmark: _Toc344463951][bookmark: _Toc344993286][bookmark: _Toc345076153][bookmark: _Toc344461218][bookmark: _Toc344461331][bookmark: _Toc344461443][bookmark: _Toc344461761][bookmark: _Toc344461940][bookmark: _Toc344462038][bookmark: _Toc344462137][bookmark: _Toc344462235][bookmark: _Toc344462914][bookmark: _Toc344463019][bookmark: _Toc344463544][bookmark: _Toc344463647][bookmark: _Toc344463751][bookmark: _Toc344463855][bookmark: _Toc344463952][bookmark: _Toc344993287][bookmark: _Toc345076154][bookmark: _Toc344461219][bookmark: _Toc344461332][bookmark: _Toc344461444][bookmark: _Toc344461762][bookmark: _Toc344461941][bookmark: _Toc344462039][bookmark: _Toc344462138][bookmark: _Toc344462236][bookmark: _Toc344462915][bookmark: _Toc344463020][bookmark: _Toc344463545][bookmark: _Toc344463648][bookmark: _Toc344463752][bookmark: _Toc344463856][bookmark: _Toc344463953][bookmark: _Toc344993288][bookmark: _Toc345076155][bookmark: _Toc344461220][bookmark: _Toc344461333][bookmark: _Toc344461445][bookmark: _Toc344461763][bookmark: _Toc344461942][bookmark: _Toc344462040][bookmark: _Toc344462139][bookmark: _Toc344462237][bookmark: _Toc344462916][bookmark: _Toc344463021][bookmark: _Toc344463546][bookmark: _Toc344463649][bookmark: _Toc344463753][bookmark: _Toc344463857][bookmark: _Toc344463954][bookmark: _Toc344993289][bookmark: _Toc345076156][bookmark: _Toc344461221][bookmark: _Toc344461334][bookmark: _Toc344461446][bookmark: _Toc344461764][bookmark: _Toc344461943][bookmark: _Toc344462041][bookmark: _Toc344462140][bookmark: _Toc344462238][bookmark: _Toc344462917][bookmark: _Toc344463022][bookmark: _Toc344463547][bookmark: _Toc344463650][bookmark: _Toc344463754][bookmark: _Toc344463858][bookmark: _Toc344463955][bookmark: _Toc344993290][bookmark: _Toc345076157][bookmark: _Toc344461222][bookmark: _Toc344461335][bookmark: _Toc344461447][bookmark: _Toc344461765][bookmark: _Toc344461944][bookmark: _Toc344462042][bookmark: _Toc344462141][bookmark: _Toc344462239][bookmark: _Toc344462918][bookmark: _Toc344463023][bookmark: _Toc344463548][bookmark: _Toc344463651][bookmark: _Toc344463755][bookmark: _Toc344463859][bookmark: _Toc344463956][bookmark: _Toc344993291][bookmark: _Toc345076158][bookmark: _Toc344461223][bookmark: _Toc344461336][bookmark: _Toc344461448][bookmark: _Toc344461766][bookmark: _Toc344461945][bookmark: _Toc344462043][bookmark: _Toc344462142][bookmark: _Toc344462240][bookmark: _Toc344462919][bookmark: _Toc344463024][bookmark: _Toc344463549][bookmark: _Toc344463652][bookmark: _Toc344463756][bookmark: _Toc344463860][bookmark: _Toc344463957][bookmark: _Toc344993292][bookmark: _Toc345076159][bookmark: _Toc360625757]Late Proposals
Proposals will be marked with their receipt time at the closing location.  Only complete proposals received and marked before closing time will be considered to have been received on time.  Hard copies of late proposals will not be accepted and will be returned unopened to the Proponent.  Electronic proposals that are received late will be marked late and will not be considered or evaluated.  In the event of a dispute, the proposal receipt time as recorded at the closing location shall prevail whether accurate or not.
[bookmark: _Toc360625758]Proposal Format
The following format and sequence must be followed in order to provide consistency in Proponents’ responses and to ensure each proposal receives fair consideration. All pages should be consecutively numbered.
a. Proposal Transmittal Form (see Appendix B) - the Proposal Transmittal Form must be signed by a person authorized to sign on behalf of the Proponent and to bind the Proponent to statements made in response to the RFP.
b. Table of Contents for proposal, including page numbers.
c. The body of the proposal, including pricing. The proposal should address all factors identified as the assessment criteria in the same order as they are described in the criteria. Failure to address all criteria will impair the proposal. The <<Organization Name>> will not seek clarification of vague or incomplete information.
d. The price for each year must be in Canadian dollars, be all-inclusive, including applicable taxes, and be firm for the entire period covered by the Service Agreement, subject to Section 4 of this RFP.
e. The Proponent must include statements:
i. confirming that the Proponent’s proposed audit teams are independent[footnoteRef:4] from <<Organization Name>>, and any non-audit services performed by the Proponent for <<Organization Name>> will neither prejudice that independence nor be in conflict with any governing code of professional ethics; and  [4:  Independence as defined in the Rules of Professional Conduct of the Institute of Chartered Accountants of British Columbia.] 

ii. providing details of any non-audit services rendered to <<Organization Name>> in the past three years and the fees relating thereto.
[bookmark: _Toc344461226][bookmark: _Toc344461339][bookmark: _Toc344461451][bookmark: _Toc344461769][bookmark: _Toc344461948][bookmark: _Toc344462046][bookmark: _Toc344462145][bookmark: _Toc344462243][bookmark: _Toc344462922][bookmark: _Toc344463027][bookmark: _Toc344463552][bookmark: _Toc344463655][bookmark: _Toc344463759][bookmark: _Toc344463863][bookmark: _Toc344463960][bookmark: _Toc344993295][bookmark: _Toc345076162][bookmark: _Toc360625759]Additional Terms
[bookmark: _Toc344461228][bookmark: _Toc344461341][bookmark: _Toc344461453][bookmark: _Toc344461771][bookmark: _Toc344461950][bookmark: _Toc344462048][bookmark: _Toc344462147][bookmark: _Toc344462245][bookmark: _Toc344462924][bookmark: _Toc344463029][bookmark: _Toc344463554][bookmark: _Toc344463657][bookmark: _Toc344463761][bookmark: _Toc344463865][bookmark: _Toc344463962][bookmark: _Toc344993297][bookmark: _Toc345076164][bookmark: _Toc360625760]Eligibility
Proposals will not be evaluated if the Proponent’s current or past corporate or other interests may, in the <<Organization Name>>’s opinion, give rise to a conflict of interest in connection with the project described in this RFP.  This includes but is not limited to, involvement by a Proponent in the preparation of this RFP.  If a Proponent is in doubt as to whether there might be a conflict or interest, the Proponent should consult with the contact persons prior to submitting a proposal. 
[bookmark: _Toc360625761]Irrevocability of Proposal
Proposals must be open for acceptance for at least 90 days after the closing date.
By submission of a proposal, a Proponent agrees that should its proposal be successful the Proponent will enter into a Service Agreement with the <<Organization Name>>, with format and content consistent with Appendix D.
[bookmark: _Toc360625762]Definition of a Contract
Notice in writing to a Proponent that it has been identified as the successful Proponent and the subsequent full execution of a written Contract will constitute a Contract for services, and no Proponent will acquire any legal or equitable rights or privileges relative to the services until the occurrence of both such events.
[bookmark: _Toc360625763]Negotiation Delay
If a written Contract cannot be negotiated within thirty days of notification of the successful Proponent, the <<Organization Name>> may, at its sole discretion at any time thereafter, terminate negotiations with that Proponent and either negotiate a Contract with the next qualified Proponent or choose to terminate the RFP process and not enter into a Contract with any of the Proponents.
[bookmark: _Toc360625764]Changes to Proposal 
By submission of a clear and detailed written notice, a Proponent may amend, or withdraw, its proposal prior to the closing date and time. At closing time, all proposals become irrevocable.
A Proponent will not change the wording of its proposal after closing, and no words or comments will be added to the proposal unless requested by <<Organization Name>> for purposes of clarification.
[bookmark: _Toc360625765]Proponents’ Expenses
Proponents are solely responsible for their own expenses in preparing a proposal and in subsequent negotiations with <<Organization Name>>, if any. If <<Organization Name>> elects to reject all proposals, <<Organization Name>> will not be liable to any Proponent for any claims, whether for costs or damages incurred by the Proponent in preparing the proposal, loss of anticipated profit in connection with any final agreement, or any other matter whatsoever.
Furthermore, a Proponent, by submitting a proposal, agrees that it will not claim damages, for whatever reason, relating to the Contract or in respect of the competitive process, in excess of an amount equivalent to the reasonable costs incurred by the Proponent in preparing its proposal and the Proponent, by submitting a proposal, waives any claim for loss of profits if no Contract is made with the Proponent.
[bookmark: _Toc360625766]Acceptance of Proposal
This Request for Proposals should not be construed as an agreement to purchase services. The <<Organization Name>> is not bound to enter into an agreement with the Proponent that submits the lowest priced tender or with any Proponent. Proposals will be assessed in light of the evaluation criteria. The <<Organization Name>> will be under no obligation to receive further information, whether written or oral, from any Proponent.
[bookmark: _Toc347317819][bookmark: _Toc347317896][bookmark: _Toc347332812][bookmark: _Toc347317820][bookmark: _Toc347317897][bookmark: _Toc347332813]Neither acceptance of a proposal nor execution of a Contract will constitute approval of any activity or development contemplated in any proposal that requires any approval, permit or license pursuant to any federal, provincial, regional district or municipal statute, regulation or by-law.
[bookmark: _Toc360625767]Liability for Errors
While the <<Organization Name>> has used considerable effort to ensure an accurate representation of information in this RFP, the information contained in this RFP is supplied solely as a guideline for Proponents. The information is not guaranteed or warranted to be accurate by <<Organization Name>>, nor is it necessarily comprehensive or exhaustive. Nothing in this RFP is intended to relieve Proponents from forming their own opinions and conclusions with respect to the matters addressed in this RFP.
[bookmark: _Toc360625768]Modification of Terms
The <<Organization Name>> reserves the right to modify the terms of this RFP at any time at the <<Organization Name>>’s sole discretion. This includes the right to cancel this Request for Proposals at any time prior to entering into an agreement with a successful Proponent.  
[bookmark: _Toc360625769]Ownership of Proposals
All documents, including proposals, submitted to <<Organization Name>> become the property of <<Organization Name>>. Documents will be received and held in confidence by <<Organization Name>>, subject to the provisions of the Freedom of Information and Protection of Privacy Act and this RFP.
[bookmark: _Toc360625770]Confidentiality of Information
Any portion of this document, or any information supplied by <<Organization Name>> in relation to this RFP may not be used or disclosed for any purpose other than the submission of proposals. 
Without limiting the generality of the foregoing, by submission of a proposal, the information pertaining to <<Organization Name>> obtained by a Proponent as a result of participation in this bid is confidential and must not be disclosed except as required to fulfill the obligations of the Auditor under the Service Agreement.
[bookmark: _Toc360625771]Collection and Use of Personal Information
Proponents are solely responsible for familiarizing themselves, and ensuring that they comply, with the laws applicable to the collection and dissemination of information, including resumes and other personal information concerning employees and employees of any subcontractors.  If this RFP requires Proponents to provide <<Organization Name>> with personal information of employees who have been included as resources in response to this RFP, Proponents will ensure that they have obtained written consent from each of those employees before forwarding such personal information to <<Organization Name>>.  Such written consents are to specify that the personal information may be forwarded to <<Organization Name>> for the purposes of responding to this RFP and use by <<Organization Name>> for the purposes set out in the RFP. <<Organization Name>> may, at any time, request the original consents or copies of the original consents from Proponents and upon such request being made the Proponents will immediately supply such originals or copies to <<Organization Name>>.
[bookmark: _Toc360625772]No Lobbying
Proponents must not attempt to communicate directly or indirectly with any employee, contractor or representative of <<Organization Name>>, including the evaluation committee and any elected officials of the Province or with members of the public or the media about the project described in this RFP or otherwise in respect of the RFP other than expressly directed or permitted by <<Organization Name>>.
[bookmark: _Toc360625773]Reciprocity
<<Organization Name>> may consider and evaluate any proposals from other jurisdictions on the same basis that the government purchasing authorities in those jurisdictions would treat a similar proposal from a British Columbia supplier.
[bookmark: _Toc347317828][bookmark: _Toc347317905][bookmark: _Toc347332821][bookmark: _Toc360625774]Evaluation 
Evaluation of proposals will be by a committee formed by <<Organization Name>> and may include employees and contractors of <<Organization Name>>.  All personnel will be bound by the same standards of confidentiality.  <<Organization Name>>’s intent is to enter into a Contract with the Proponent who has the highest overall ranking.
[bookmark: _Toc347317830][bookmark: _Toc347317907][bookmark: _Toc347332823][bookmark: _Toc344461238][bookmark: _Toc344461351][bookmark: _Toc344461463][bookmark: _Toc344461781][bookmark: _Toc344461960][bookmark: _Toc344462058][bookmark: _Toc344462157][bookmark: _Toc344462255][bookmark: _Toc344462934][bookmark: _Toc344463039][bookmark: _Toc344463564][bookmark: _Toc344463667][bookmark: _Toc344463771][bookmark: _Toc344463875][bookmark: _Toc344463972][bookmark: _Toc344993307][bookmark: _Toc345076174][bookmark: _Toc359572281][bookmark: _Toc359572333][bookmark: _Toc359572383][bookmark: _Toc359572434][bookmark: _Toc359572532][bookmark: _Toc359572282][bookmark: _Toc359572334][bookmark: _Toc359572384][bookmark: _Toc359572435][bookmark: _Toc359572533][bookmark: _Toc360625775]Unsuccessful Proposals
At the conclusion of the RFP process, all Proponents will be notified. Unsuccessful Proponents may request a debrief meeting with <<Organization Name>>.
[bookmark: _Toc360625776]Timetable
The below timetable provides the anticipated schedule for the RFP process and signing of a Service Agreement. The timing and the sequence of events resulting from this RFP may vary and shall ultimately be determined by <<Organization Name>>.
	Event
	Date

	Request for Proposals issued
	<<Date>>

	Information meeting held
	<<Date>>

	Request for Proposals closes
	<<Date>>

	Proposal evaluations completed
	<<Date>>

	Service Agreement signed
	<<Date>>


[bookmark: _Toc344993311][bookmark: _Toc345076178][bookmark: _Toc360625777]Basis for Selection
<<Organization Name>> will first check proposals against the mandatory requirements in section 10.3.1. Proposals not meeting all mandatory requirements will be rejected without further consideration. Proposals that meet all the mandatory requirements will then be assessed and scored against the criteria for assessment as per section 10.3.2.
[bookmark: _Toc344993313][bookmark: _Toc345076180]Mandatory Requirements
The following are mandatory proposal requirements. Proposals not clearly demonstrating that they meet these requirements will receive no further consideration during the evaluation process.
a. The proposal must be received either by email, hand or courier by the specified closing date and time.
b. The Proposal Transmittal Form (see Appendix B) must be signed by a person authorized to sign on behalf of the Proponent.
c. The proposal must be in English and must not be sent by facsimile.
d. The Proponent must provide written confirmation that the Proponent’s proposed audit teams are independent of <<Organization Name>>.
Criteria for Assessment
Proposals meeting the mandatory requirements will be assessed against the evaluation criteria indicated below. <<Organization Name>> is aware of the benefits that can arise from a good quality audit.  Accordingly, attributes concerning quality of the Auditor and audit team, and proposed audit strategy, are emphasized below.  The following criteria must be specifically addressed in the proposal submission.  Failure to address all factors will impair the proposal and <<Organization Name>> will not be obliged to seek clarification or inclusion of vague or incomplete information in making its selection. The lowest proposal in terms of all‑inclusive maximum cost will not necessarily be accepted.
It is the responsibility of the Proponents to ensure that their proposals address all the requirements established in the evaluation criteria.

	Capability of Proponent and Audit Team
	35%

	1. The location(s) and size of the Proponent, the experience and capabilities of its partners, managers and staff in the financial audit of organizations similar to <<Organization Name>>. 

	2. The proposed financial audit team’s experience in the financial audit of similar organizations and in other public bodies, and details of skills or experience which are directly relevant to the capacity of the team to conduct the financial audit of <<Organization Name>> (please provide short bios of the key members of the proposed audit team).

	3. The availability of other specialized services that may be necessary for the financial audit engagement.

	4. The availability of resources to ensure the financial audit engagement deadlines are met.

	5. Expected turnover of staff assigned to the financial audit engagement over the next two to five years (based on historical experience).

	6. Information on contributions made by the Proponent in improving the financial administration of other public bodies. 

	7. Quality assurance, quality control, and peer review processes of the Proponent as they would apply to the financial audit engagement.

	8. The Proponent’s internal risk management techniques for liability, personnel and business loss exposures as they would apply to the financial audit engagement. 

	9. The Proponent’s policies on notification to clients of changes in key personnel or service level.

	Proposed audit strategy
	45%

	10. General financial audit strategies and methodology employed by the Proponent.

	11. The depth of the perceived audit needs and understanding of the key issues facing <<Organization Name>>, the implications of those issues for the conduct of the financial audit, and particularly the audit strategies and methodology for the financial audit including, but not limited to:
a. preliminary audit plan and risk assessment, including IT audit approach;
b. risk response (e.g. controls testing, detailed and analytical substantive procedures etc.);
c. use of auditor’s experts or specialists;
d. utilization of computer assisted audit techniques;
e. reporting deliverables; and
f. audit approach to the external actuary’s work and other key service providers/organizations;

	12. An audit engagement time budget (use Appendix C).

	Fee
	20%

	13. The cost up to a committed maximum cost for which the requested work will be performed for each year of the term of the Service Agreement.  These amounts should include:
a. professional fees of audit and support staff; and
b. estimated out-of-pocket expenses (based on approved government rates where applicable).

	Total
	100%
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RECEIPT CONFIRMATION FORM


REQUEST FOR PROPOSALS 

FOR THE AUDIT OF 

<<Organization Name>>

For any further distributed information about this Request for Proposals, 
please return this form by fax as soon as possible to:

<<Contact Person>>

Email: <<Contact Email>>Fax: <<Contact Fax>>
COMPANY:		______________________________________________________
STREET ADDRESS:	______________________________________________________
CITY:	________________	POSTAL/ZIP CODE:	__________________
PROVINCE/STATE:	________________	COUNTRY:	________________________
MAILING ADDRESS, IF DIFFERENT:	__________________________________________
FAX NUMBER:	( ___ ) ___________	PHONE NUMBER: 	( ___ ) ____________
CONTACT PERSON:	______________________________________________________
TITLE:	______________________________________________________
E-MAIL ADDRESS:	______________________________________________________


Please send us any subsequent information about this Request for Proposals by:
	Courier Collect:	Courier Name and Account No. __________________________

	Fax (default if no box checked)
	E-Mail


	AND  

	Proponents Meeting Response:

	We will be sending _______ (number) representatives to the Proponents’ meeting.

	We will not be attending but will probably be submitting a proposal.




RFP AUTHOR: Yellow is to be filled-in or changed by you—blue are alternate choices/options—red are instructions to be deleted before finalizing.
Appendix A

PROPOSAL TRANSMITTAL FORM


For hard-copy proposals, a person authorized to sign on behalf of the Proponent must complete and sign the Proponent section below, leaving the rest of this page otherwise unaltered, and include the originally-signed and completed page with the first copy of the proposal.

For electronic proposals, a person authorized to sign on behalf of the Proponent must complete and sign the Proponent section below, leaving the rest of this page otherwise unaltered, and include a scanned version of the originally-signed and completed page as the first page of the PDF document submitted.

The enclosed proposal is submitted in response to the above-referenced Request for Proposals, including any addenda.  Through submission of this proposal we agree to all of the terms and conditions of the Request for Proposals and agree that any inconsistent provisions in our proposal will be as if not written and do not exist.  We have carefully read and examined the Request for Proposals, including the Administrative Section, and have conducted such other investigations as were prudent and reasonable in preparing the proposal.  We agree to be bound by statements and representations made in our proposal.


Proponent’s Full Legal Name: _____________________________________________________

Address of Proponent:	 ___________________________________________________________

Signature of Person Authorized to contract on Behalf of Proponent: _______________________

Name and Title of Authorized Person: ______________________________________________

Date of Signing: ________________________________________________________________

RFP AUTHOR: Yellow is to be filled-in or changed by you—blue are alternate choices/options—red are instructions to be deleted before finalizing.
Appendix B

AUDIT TEAM COMPOSITION AND BUDGETED AUDIT HOURS 
RFP Author: if any audit work is to be outsourced internationally, ensure that this table reflects the location of engagement staff.  
	<<Organization Name>> Financial Audit
Fiscal year <<Year>>

	Audit role
	Audit Phase
	Total Audit Hours

	
	Audit Planning Hours
	Audit Fieldwork Hours
	Review and Reporting Hours
	

	Audit Engagement Partner 
	
	
	
	

	Audit Engagement Quality Review Partner
	
	
	
	

	Audit Engagement Manager/Lead
	
	
	
	

	Other CA qualified audit team member/s
	
	
	
	

	Other unqualified audit team member/s
	
	
	
	

	Other Technical Expert/s
	
	
	
	

	CISA Qualified IT Auditor/s
	
	
	
	

	Other IT Auditor/s
	
	
	
	

	[Other roles]
	
	
	
	

	Total Audit Hours
	
	
	
	





RFP AUTHOR: Yellow is to be filled-in or changed by you—blue are alternate choices/options—red are instructions to be deleted before finalizing.
Appendix C
Note: One table should be completed for each audit year where the audit hours differ. The audit hours of each team member should be clearly identifiable.


Note to RFP Author:
This is a sample of a service agreement; if your organization uses different contract forms and will be using them to create the contract for this RFP, delete this draft service agreement and include the form (and any attachments) appropriate to your organization.

SERVICE AGREEMENT
Between:
<<Organization Name>>
and
<<Name of Successful Proponent>> (the Auditor)

Whereas <<Organization Name>> requires an audit of its financial statements and the Auditor has agreed to perform the audit of <<Organization Name>> pursuant to this Service Agreement. The parties agree as follows:
The Auditor agrees:
1. To perform the audit of the financial statements of <<Organization Name>> for the reporting year(s) ending <<Date>> to <<Date>> inclusive.
2. To express an audit opinion as to whether the financial statements present fairly, in all material respects, the financial position of the entity, and the results of its operations, change in its net liabilities, and its cash flows for the year in accordance with Canadian Generally Accepted Accounting Principles (GAAP).
Note to RFP Author: If the financial statements are prepared on a compliance basis and not in accordance with GAAP, the wording of the paragraph above should be amended as follows:
To express an audit opinion as to whether the financial statements are prepared, in all material respects, in accordance with section 23.1 of the Budget Transparency and Accountability Act of the Province of British Columbia.  
3. Where requested, to assist <<Organization Name>> to meet all statutory and reporting requirements where financial information or an auditor’s report is needed.


<<Organization Name>> agrees to:
1. Pay the Auditor’s fees and expenses, up to the maximums set out below, for satisfactory performance of the financial audit.
	Audit of Financial Statements

	Year ended
	Professional Fees
(maximum)
	Expenses 
(maximum)

	<<Year end date>>
	
	

	<<Year end date>>
	
	

	<<Year end date>>
	
	

	<<Year end date>>
	
	

	<<Year end date>>
	
	


These fees and expenses are subject to Provincial Sales Tax and Goods and Services Tax.
2. Maintain a system of internal control that is adequate to permit accurate financial and performance reporting by <<Organization Name>>
3. Prepare annual financial statements for the <<Organization Name>> in accordance with Canadian generally accepted accounting principles, including disclosure of significant accounting policies adopted by <<Organization Name>>.
RFP Author: if the financial statements are prepared on a compliance basis and not in accordance with GAAP, the wording for item 3 above should be amended as follows:
Prepare annual financial statements for <<Organization Name>> in accordance with section 23.1 of the Budget Transparency and Accountability Act of the Province of British Columbia, including disclosure of significant accounting policies adopted by <<Organization Name>>.
4. Disclose all liabilities and debt obligations, claims and contingent liabilities, related party transactions, and all material agreements and transactions.
5. Make all financial and operational records available to the Auditor on a timely basis.
6. Be available on an ongoing basis to discuss audit issues with the Auditor as they arise.
7. Keep the Auditor informed of any matters that <<Organization Name>> becomes aware of that could affect the Auditor’s conduct of the audit.
8. Provide a management representation letter, in accordance with Canadian Auditing Standards, that meets the reasonable requirements of the Auditor. 
The Auditor will:
1. Prepare an Audit Planning Report for review and approval of the Audit / Finance Committee of <<Organization Name>>.
2. Complete the audit work in sufficient time to enable the <<Organization Name>> to meet any reporting deadlines imposed by legislation, the Board or the Office of the Comptroller General.
3. Perform the financial audit in accordance with the Audit Planning Report in a thorough, timely and professional manner.
4. Perform its audit duties under this Service Agreement according to Canadian Auditing Standards and the Rules of Professional Conduct of the Institute of Chartered Accountants of British Columbia. 
5. At the request of the Audit / Finance Committee, participate in any audit related discussions with the Audit / Finance Committee,  Board or management of <<Organization Name>>
6. Remain alert while carrying out the audits for significant instances or patterns of behaviour that give rise to concerns about:
a. accountability in the use and management of employers’ monies;
b. waste or misuse of <<Organization Name>> resources;
c. probity in behaviour; or
d. compliance with financial and other legislation.
The Auditor will advise the Audit / Finance Committee of any concerns as they are identified.
7. Unless approved by <<Organization Name>>, complete its audit work consistent with the audit strategy and audit methodology proposed by the Auditor in the Proposal, which has been included as Attachment 2 to this Service Agreement. 
8. Prepare a Final Report to the Audit / Finance Committee of <<Organization Name>>, including management letter, for the financial audit
9. Discuss the Final Report with the Audit / Finance Committee and management of <<Organization Name>>.
10. At the end of the term covered by this Service Agreement, make its <<Organization Name>> audit files available for review if so requested by the audit firm succeeding as auditor of <<Organization Name>>.
 Other:
1. The Auditor will notify the Audit / Finance Committee as soon as possible if unanticipated issues could delay completion of the audit engagements.
2. The Auditor will notify the Audit / Finance Committee of any significant or key staffing changes proposed from the Auditor’s Audit Team Staffing Plans.
3. The Auditor will provide the Audit / Finance Committee with an annual declaration confirming that the staff assigned to the audit of <<Organization Name>> maintained their independence, in accordance with Rules of Professional Conduct of the Institute of Chartered Accountants of British Columbia, throughout the conduct of the audit engagements.
4. The Auditor will immediately notify the Audit / Finance Committee in writing of any threat to independence or conflict of interest that arises respecting the audit engagements.
5. The Auditor will consult with the Audit / Finance Committee prior to offering or agreeing to provide other services to <<Organization Name>>
6. The Audit / Finance Committee of <<Organization Name>> and the Auditor agree that they will attempt to resolve any dispute arising in relation to the services provided under the terms of this Service Agreement by discussion between <<Organization Member name>> on behalf of <<Organization Name>>, and the engagement partner, on behalf of the Auditor, before taking any legal action to enforce the terms of this Service Agreement.
7. The Auditor will, except as may be required to be disclosed by law or professional standards, keep strictly confidential, and will ensure that its employees and other representatives keep strictly confidential, all information concerning <<Organization Name>> acquired through activities related to this Service Agreement.
8. The Parties designate the following individuals as their initial contacts for the financial audit under this Service Agreement.
<<Organization Name>>	Auditor
	<<Name>>, <<Title>>
	<<Name>>, Engagement Partner



9. The terms of the Request for Proposals, attached as Attachment 1 to this Service Agreement, form part of this Service Agreement except where there is a conflict with the terms of the Service Agreement in which case the Service Agreement prevails. 
10. If there is a conflict between the terms of the Request for Proposals and the Auditor’s Proposal, the former prevails.
11.  The Auditor must be registered with WorkSafeBC (the Workers’ Compensation Board of BC), in which case WorkSafeBC coverage must be maintained for the duration of the Service Agreement.
12. The Auditor will not advertise their relationship with <<Organization Name>> or use <<Organization Name>>’s name or any contents of this Service Agreement in any advertising, mailing list or publication, written or verbal, except where the Auditor has been given written approval by <<Organization Name>>.
13. The Auditor will not, without the prior written approval of <<Organization Name>>:
a. assign, either directly or indirectly, this Service Agreement or any right of the Auditor under this Service Agreement; or
b. sub-contract any obligation of the Auditor under this Service Agreement.
14. Neither party will be liable for any failure or delay to perform that party's obligations resulting from any cause beyond that party's reasonable control, including but not limited to fires, explosions, floods, strikes, work stoppages or slow-downs or other industrial disputes, accidents, riots or civil disturbances, acts of civil or military authorities, inability to obtain any license or consent necessary in respect of use with any telecommunications facilities, or delays caused by carriers, suppliers or material shortages.
15. The Auditor is required to maintain Comprehensive Commercial General Liability insurance in a minimum amount of not less than $2,000,000 per occurrence for the duration of the Service Agreement.
16. When using <<Organization Name>> premises, the Auditor will comply, and will take all reasonable steps to ensure that their staffs comply, with all security requirements in effect for those premises.
17. This Service Agreement will be governed by and construed according to the laws of the Province of British Columbia.
18. This Service Agreement may be cancelled by <<Organization Name>> by written notice at any time if, in the opinion of <<Organization Name>>:
a. the audit work of the Auditor does not meet Canadian auditing standards, or
b.  the audit work of the Auditor is carried out in a manner inconsistent with the Auditor’s proposal, or
c. the Auditor’s staff assigned to the audit of <<Organization Name>> have not maintained their independence, in accordance with Rules of Professional Conduct of the Institute of Chartered Accountants of British Columbia, throughout the conduct of the audit engagements.
19. [bookmark: _GoBack]The Auditor shall indemnify and save harmless <<Organization Name>>, its employees and agents from and against all claims, demands, losses, damages, costs and expenses made against or incurred, suffered or sustained by <<Organization Name>> at any time or times (either before or after the expiration or sooner termination of this Service Agreement) where the same or any of them are based upon or arise out of or from anything done or omitted to be done by the Auditor or by any servant, employee, officer, director or sub-Contractor of the Auditor pursuant to the Service Agreement excepting always liability arising out of the independent acts of <<Organization Name>>.
Signatures:
The Parties agree to the terms of this engagement.
	<<Organization Name>>
	
	Auditor

	


	
	

	<<Name>>, <<Title>>
	
	<<Name>>, Engagement Partner

	

	
	

	Date
	
	Date
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Appendix D

8

REQUEST FOR PROPOSALS


[RFP as issued on ___ and, if applicable, modified on ___ to be attached]
RFP AUTHOR: Yellow is to be filled-in or changed by you—blue are alternate choices/options—red are instructions to be deleted before finalizing.
Attachment 1

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]AUDITOR’S PROPOSAL


[Auditor’s proposal to be attached]	
