
Preparing a sound RFP is crucial to receiving quality proposals 
in return. The more concise the RFP is, the more effective it 
becomes to identify good audit firm(s). It takes thorough 
planning to ensure that your objectives are met. Here are some 
insights on what to include and request in a RFP based on our 
own experience in working with prospect organizations. 

1) Pre-RFP Planning

	 •	 Give	careful	consideration	as	 to	why	you	are	changing	 
  CPA firms - Assess the internal cost as it can be significant;  
  Consider partner rotation as an alternative. 

	 •	 Research	 and	 evaluate	 candidate	 firms	 based	 on	 
  specialization and industry experience (e.g., not-for- 
  profits).

	 •	 Focus	 on	 the	 quality	 of	 talent,	 services,	 and	 long-term	 
  support you can expect vs. low-cost, transactional/one-off  
  relationship.

	 •	 Consider	five	to	seven	qualified	firms	to	participate.

	 •	 Leverage	online	resources	to	find	right	candidates	(e.g.,	 
  The California Society of CPAs has “Find a CPA” search  
  feature on its website).  

2) Timing & Internal Preparation  

	 •	 RFP	distribution	recommended	at	least	60-90	days	prior	 
  to the end of your upcoming fiscal year.

	 •	 Assign	a	high-level	accounting/finance	person	to	be	the	 
  point of contact and manage the entire process.

	 •	 Be	prepared	 to	provide	 information,	 such	as	prior	year	 
  audited financial statements, information returns,  
	 	 Management	 Letters,	and	current	 year	budget	 to	actual	 
  reports.

Effective Request for Proposals (RFPs) 
for Audit Services

April 2013

	 •	 Decide	how	to	respond	to	bidder	questions	(e.g.,	by		
  email, phone, face-to-face).

	 •	 Define	evaluation	criteria,	processes,	and	timelines	for		
  when the contract will be awarded.

3) Introduction

	 •	 Describe	the	reason	for	the	RFP	release	and	objectives	to	 
  be achieved.

	 •	 Provide	 a	 brief,	 but	 thorough	 description	 of	 your	 
  organization, its current size based on annual operational  
  budget, mission, and any other relevant information.

	 •	 Clarify	 the	 terms	of	engagement,	such	as	 the	 length	of	 
  time the contemplated contract covers (e.g., an annual  
  or multi-year engagement), along with renewal options.

4) Requirements

	 •	 State	 requirements	 clearly	 and	 thoroughly,	 including	 
  submission deadlines (e.g., letter of intent, proposal  
  package) and delivery method (e.g., hard copy vs.  
  electronic copy).

	 •	 Indicate	the	standards	required	in	performing	the	auditing	 
  services, such as generally accepted auditing standards,  
	 	 Government	 Auditing	 Standards,	 and	 OMB	 Circular	 
  A-133 (as applicable).

	 •	 Request	 for	 fees	 to	be	quoted	 for	each	 type	of	 service	 
  provided, as well as by the hour and level of auditors to  
  be assigned.

	 •	 Request	 for	 the	most	 recent	 peer	 review	 report	 and	at	 
  least three references.

If you have any questions regarding RFP processes or an interest in discussing next year’s audit 
preparation	with	LvHJ,	please	contact	James M. Kraft at jkraft@lvhj.com.

Click here to read more about James M. Kraft.

LvHJ Insights is an e-newsletter of Lindquist, von Husen & Joyce LLP designed to share firm and industry 
updates, useful resources and perspectives on current issues that are important to its clients and business 
leaders. We welcome your feedback. Call us at 415-957-9999 or email us at info@lvhj.com.
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