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 Visit Concord Request for Proposal 
Audit, Review and Tax Service 

Visit Concord is requesting proposals for an audit and a following financial review from local CPA 
firms with experience providing audit and tax services to non-profit association organizations. 

A. Overview

Visit Concord is the brand identity created for the Concord Tourism Improvement District (TID) 
located in San Francisco’s East Bay. Established on June 1, 2013, the TID allows a 3 percent collection 
on all room bookings from participating hotels in Concord. The TID aims to improve economic 
growth by building awareness and consideration of Concord as a destination for travelers and 
meeting and event planners. 

Visit Concord has a 5-7 member Board of Directors and a staff of 3 full-time and 3 part-time 
employees.  The budget is $1.2 M and reserves of $ 111,000.  The primary revenue source is the 3 
percent collection assessment. 

B. Audit Timing and Scope

Visit Concord requests a bid from your firm to provide: 

• Financial audit for fiscal year ending June 30th, 2018 and financial review for fiscal year ending
June 30th, 2019.

• Preparation of appropriate management letter(s).

• Planning meetings in advance of field work and tax preparations - typically two-three with staff

• Presentation of draft audited and review financial statements and management letter to the Visit
Concord Board, including special meetings if requested.

• Availability to answer questions throughout the year.

If you are interested in submitting a proposal, contact Elaine Schroth, Executive Director at 
eschroth@visitconcordca.com or (925) 682-1182.  We will make available to you: 

• Current internal financial statements

• Fiscal Year 2017-18 Financial Review, prior Fiscal Year 990 returns
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• Other documents as requested by you for preparation of a proposal 
 
C. Proposal Specifications 
 
Please provide the following information in your proposal.  Since we will be comparing the 
qualifications of a number of firms, please provide the information in the order requested. 
 

1. Describe your firm (years of expertise in providing audit services to not for-profit organization, 
staff size, number of professionals, industries served, etc.). 

 
2. Describe engagements your firm currently conducts in the not-for-profit sector, (particularly JPA 

agency clients). Include a list of clients that you believe are comparable to our organization in size 
and scope.  If partners or other employees serve in an advisory/consultative capacity within the 
not-for-profit sector, please list such positions as well. 

 
3. Describe your firm's basic approach to performing an audit and the resulting advantages that will 

benefit our agency. Include description of the activities undertaken by your firm to 
promote/ensure audit quality. 

 
4. Describe the extent to which our organization's personnel will be expected to contribute to the 

work effort. 
 

5. Describe any existing or potential relationships between your firm and our organization and any 
employee or officer of the organization that could affect your independence and objectivity 
because of an actual or perceived conflict of interest. 

 
6. Please include your peer review reports. 
 
D. Scheduling and Staffing of Engagement 
 
1. Identify the engagement team that would be performing our audit and include a resume of the 

qualifications and experience for partners, managers and staff. 
 

2. Indicate the expected timing and completion of the audit and the expected delivery of the 
financial statements and management letter. Visit Concord normally conducts its audit/review in 
September but the timing is flexible. 

 
E. Fees 
 
1. Provide information regarding your audit, review, and tax preparation fees for each of the two 

years of this engagement, including the estimated number of hours to be spent by each person.  



 

3 

 

Be sure to include out-of-pocket expenses in your fee structure and indicate how these are 
calculated. 
 

2. Describe whether and how you bill for overruns.  State how you manage against overruns and 
how we can be assured of no unexpected billings. 

 
Note: Visit Concord is fortunate that its stakeholder base and volunteers include an attractive 
market for most businesses.  As such, successful proposals are usually well below market rates. 
 

 
F. Other  Proposal Information 
 
Please give any additional information, not specifically requested previously, considered essential to 
your proposal. 
 
G. Proposal Deadline 
 
Please submit your proposal no later than 5 pm PST Friday, February 15, 2019. Documents should be 
emailed to eschroth@visitconcordca.com. All proposal submissions will receive an acknowledgement 
and finalists may be invited to be interviewed by management and/or the Board Finance Committee.  
The Finance Committee meeting is scheduled for February 25 and will be determined based on 
availability.  All submissions will receive notice once an audit firm has been selected. 
 
H. Other Proposal Instructions 
 
Proposers are expected to examine the specifications and all instructions contained in this invitation 
for bids.  The proposals must be signed by a duly authorized representative. 
 
It should be noted that either party may cancel the review for year two by written notice to the other 
party no later than September 30th, 2019. 
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