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I.	GENERAL INFORMATION AND SERVICES REQUIRED 		

A. 	Purpose of this Request for Proposal (RFP)

Metropolitan Library Service Agency (MELSA) is seeking proposals from qualified firms of certified public accountants for audit and financial report preparation services for fiscal year ending December 31, 2017, with the option of two or more subsequent years; additional years are subject to annual review and renewal.

MELSA is a multi-jurisdictional federation organized to provide cooperative services and cost saving programs to its member library systems in the Twin Cities metropolitan area: Anoka County Library, Carver County, Dakota County Library, Hennepin County Library, Ramsey County Library, Saint Paul Public Library, Scott County Library, and Washington County Library.

MELSA was established in 1969 as a non-profit governmental agency in accordance with the Minnesota Joint Powers Act, an agreement among the cities and counties of the member libraries, and serves as one of twelve regional library systems in the state. It is governed by a Board of Trustees, with one trustee appointed by each party to the agreement. The Trustees receive professional advice from an advisory board composed of the directors of the member library systems.  There are also teams and interest groups made up of staff members from the libraries organized to consider specialized areas of library operations.  MELSA is the administrative agency for receiving and equitable sharing of state and federal grant appropriations made available through State Library Services of the Minnesota Department of Education. 

B.	Scope of Work to be Performed

MELSA desires the auditor to express an opinion on the fair presentation of its basic financial statements in conformity with governmental accounting principles generally accepted in the United States of America and, pursuant to Minn. Stat.§ 6.756, in accordance with minimum auditing procedures prescribed by the state auditor.  

MELSA also desires the auditor to provide an “in-relation-to” opinion on the supplementary information based on the auditing procedures applied during the audit of the basic financial statements. The auditor is not required to audit the statistical and required supplementary information sections of the report. However, the auditor shall also be responsible for performing certain limited procedures involving the required supplementary information required by the Governmental Accounting Standards Board as mandated by generally accepted auditing standards.  

The auditor shall prepare reports at the completion of the audit that include the independent auditor’s report on the basic financial statements; the independent auditor’s report on internal controls over financial reporting based on an audit of financial statements performed in accordance with Government Auditing Standards; and the independent auditor’s report on compliance based on an audit of financial statements performed in accordance with Government Auditing Standards, and pursuant to the Minnesota Legal Compliance Audit Guide for Political Subdivisions.

In addition to the audit services described above, MELSA is requesting the following additional assistance or services:

· Preparation of all required basic financial statements.
· Preparation of the notes to the financial statements.
· Preparation of additional statements and schedules as needed.
· A letter to management containing appropriate suggestions for improvement of accounting procedures and internal controls for MELSA’s consideration. This letter should contain comments and recommendations for controlling any internal weaknesses discovered and shall be discussed with appropriate personnel before finalizing.
· A presentation of completed reports to the MELSA Board of Trustees with PDF and printed copies of reports as requested.

MELSA’s current financial report is available at:  http://www.melsa.org/melsa/index.cfm/about/reports/.  




Auditing Standards to Be Followed

The audit shall be performed in accordance with auditing standards generally accepted in the United States of America, the standards for financial audits set forth in the Government Accountability Office’s (GAO) Government Auditing Standards (December 2011 revision), the provisions of the federal Single Audit Act Amendments of 1996 and U.S. Office of Management and Budget (OMB) Circular A-133, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards and the minimum procedures for auditors of local governments prescribed by the Office of the State Auditor pursuant to Minn. Stat. § 6.65.






Timeline Required for Audit and Preparation and Presentation of Reports 

The auditors must be able to meet the following essential dates for the fiscal year audit:
· Preliminary work, if needed, completed by December
· Fieldwork completed in late February/early March
· Draft reports completed by mid-April
· Presentation of draft copy of report to designated representatives of Board of Trustees in early May
· Presentation of final report at May Board of Trustees meeting (typically, third Thursday of May, subject to change)




B.	Request Release.

This Request for Proposal was issued July 31, 2017.


C.	Response Due Date.

Responses from interested accounting firms, hereafter known as Contractor(s), will be received until 2:00 p.m. on August 25, 2017 at:

MELSA
Attn:  Mona
1619 Dayton Avenue, Suite 314
St. Paul, MN 55104

mona@melsa.org


D.	Response Costs.

MELSA is not responsible for any costs incurred in the preparation, submission, or follow-up of a response to this RFP.


F.	Ownership of Responses.

All responses timely submitted become the property of MELSA upon submission, and the responses will not be returned.  The contractor submitting the response agrees that MELSA may copy the response for purposes of facilitating the evaluation or to respond to requests for public data.  The contractor, by submitting a response, consents to such copying and warrants that such copying will not violate the rights of any third party, including copyrights.

G.	Public Records and Requests for Confidentiality.

Pursuant to Minnesota Government Data Practices Act, Minn. Stat. § 13.591, the names of all entities that submitted a timely response to MELSA will be public once the responses have been opened.  All other information contained in the responses remains private until MELSA has completed negotiating a contract with the selected contractor.  After a contract has been negotiated, all information in all of the responses is public, except “trade secret” information as defined at Minn. Stat. § 13.37.

Requests for proposal held by MELSA are subject to the provisions of the Minnesota Government Data Practices Act, Minn. Stat. Ch. 13.  Contractors are encouraged to familiarize themselves with these provisions before submitting a response.

All information submitted by a contractor eventually will be treated as public information by MELSA unless the contractor properly requests, and MELSA agrees, that information can be treated as private or confidential.  A contractor making such a request must include the name, address and telephone number of the individual authorized by the contractor to answer inquires by MELSA concerning the request.  MELSA reserves the right to make the final determination of whether the data identified in such a request is private or confidential within the meaning of the Minnesota Government Data Practices Act.  A contractor’s failure to request private or confidential treatment of information pursuant to this Section will be deemed by MELSA as a waiver by the contractor of any private or confidential treatment of information included in the response.


H.	Questions about this RFP

There will be no pre-response conference. Please submit written requests for additional information or clarification of this RFP by 2:00 P.M. on August 14, 2017 by mail, email or fax to:

MELSA
1619 Dayton Avenue, Suite 314
St. Paul, MN  55104

Email: mona@melsa.org

Fax: (651) 649-3169

Please include the name of your organization, a contact person, telephone number, fax number and email with your request for clarification.  Reponses to inquiries will be provided by August 17, 2017.

Submission of a signed response to this RFP is certification that your firm is not currently debarred, suspended, declared ineligible or excluded from participation in this transaction by any state or federal department or agency.



II.	RESPONSE REQUIREMENTS

A.	Fee Schedule

Contractors shall submit with this RFP a total, all-inclusive maximum price for fiscal year ending December 31, 2017, with the option of two or more subsequent years; additional years are subject to annual review and renewal. 

B.	Narrative

Contractors shall provide a narrative describing their firm and how they would provide the required services.  Information may include, but is not limited to, responses to the following questions:  

1. What is the size of your firm and the size of your firm’s governmental audit staff? 
2. In what area(s) of governmental accounting do you specialize and how often do you perform these services?
3. What is the number and positions of the professional staff estimated to be employed in this engagement? 
4. Are all principals and staff who would be assigned to the engagement registered or licensed to practice as a certified public accountant in Minnesota?  (Documentation may be requested.)
5. How do staff who may be assigned to this engagement keep current on changing requirements for government audits?
6. Please list any engagements performed in the last three years that are similar to the size and scope of MELSA along with addresses, telephone numbers, and names of parties to be contacted.
7. Are there any concerns about providing the services described and within the timeline requested?





C.	Required Attachments

The Response Form, Attachment A, the Non-Collusion Statement, Attachment B, and the Tennessen Notice, Attachment C, must be filled out completely and submitted with the response.




II.	RESPONSE INSTRUCTIONS

A.	All sealed response envelopes shall include the name and address of the contractor and addressed to:  MELSA, Attn:  Mona Scott, 1619 Dayton Avenue, Suite 314, St. Paul, MN  55104.  Hand delivered copies should be delivered to the same address.

D.	All contractors must submit three (3) complete hard copies and one electronic copy of their response.

E.	MELSA reserves the right to accept or reject any or all responses in the best interests of MELSA.  MELSA reserves the right to negotiate with one or more contractors responding to this RFP.

F.	Responses received after the due date and time will not be considered and will be returned to the contractor unopened.

G.	MELSA may make such investigations as it deems necessary to determine the ability of the contractor to furnish the services outlined herein, and the contractor agrees to furnish to MELSA such information for this purpose.  MELSA reserves the right to reject any response if the evidence submitted by, or investigation, of the contractor fails to satisfy MELSA that such contractor is properly qualified to carry out the services.

	

III.	RESPONSE EVALUATION AND AWARD PROCESS

A.	Response Evaluation Criteria.  The assessment of responses will include, but is not limited to, the following:

1.	MELSA’s evaluation of contractor’s ability to provide the needed services, the general reputation and experience of contractor, the nature and the extent of information and proposed solution furnished with this response or furnished upon request at any time prior to award, financial responsibility of the contractor, size and location of contractor’s facilities, quality of services and performance history.

2.	Completeness and Adequacy of the Response.

3.	Cost.




B.	Award Process.  

1. The MELSA Board of Trustees may select a firm at its September 2017 Board meeting. MELSA reserves the right, without prejudice, to reject any or all proposals. 

2. The successful contractor will be required to enter into a written contract with MELSA.  Included in the contract will be specifications for service, performance standards, data privacy requirements, and other contract terms.


C.	There is no appeal process for this request.  All decisions made by the MELSA Board of Trustees are final.


VI.	TIMETABLE

	July 31		MELSA issues Request for Proposal.

[bookmark: _GoBack]	August 14		Last date to submit written request for clarifications.

	August 25		All responses due by 2:00 p.m. CST.

August 28	Responses are opened at 11:00 a.m. and review process begins.

September 21	Recommendation from MELSA staff and Board Treasurer presented to Board of Trustees for approval.

	


Attachments
A:  Non-Collusion Statement
B:  RFI Response Form
C:  Tennessen Notice




Attachment A
Non-Collusion Statement


Please print or type (in ink)

COMPANY NAME:	FEDERAL TAX ID NUMBER:	

Company Address:	

City:	 State:	 Zip Code:	

Contact Person:	Title:	

Phone Number:	Fax Number:	email:	

In signing this Response, we certify that we have not, either directly or indirectly, entered into any agreement or participated in any collusion or otherwise taken any action in restraint of the competition; that no attempt has been made to induce any other person or firm to submit or not to submit a Response; that this Response has been independently arrived at without collusion with any other Contractor, competitor or potential competitor, that this Response has not been knowingly disclosed prior to the opening of the Responses to any Contractor competitor; that the above statement is accurate under penalty or perjury.

This company will comply with all terms, conditions, specifications required by the Contractor in this Request for Response and all terms of our Response.


_______________________________________     _____________________________     ___________
	Authorized Signature				                Title			      Date







Submit this form as part of the response.



Attachment B
MELSA Request for Proposal 
Response Form


Vendor Information
Contractor name:
Address:
Web site URL:
Contact name:
Phone number:
Fax:
Email:













I certify that the information provided to MELSA in this response is accurate and will remain valid for ninety (90) days from the proposal due date.




Authorized Signature



Name (please print or type)



Title



Date 

Attachment C
Tennessen Notice

Data Privacy:  Acknowledgment

In accordance with the Minnesota Government Data Practices Act, Minn. Stat. § 13.04 and § 13.591, MELSA is required to inform you of your rights as they pertain to private or non-public information collected from you.  "Private or non-public data" is information that is available to you, but not to the public.

NEED FOR INFORMATION:  The information we collect or have collected from you or from other sources authorized by you is needed for evaluation of bids or responses received by MELSA for labor and materials to determine the lowest responsive and responsible contractor to perform the planned work.

REFUSAL:  You are not legally required to supply the requested data by MELSA.  You have the right to refuse to supply the information we request; however, without this information, we may be unable to properly evaluate your bid or response and may not be able to award you the contract to perform the planned work.

ACCESS TO DATA:  Private or non-public information we collect from you may be shared, as a matter of program or service necessity, with another jurisdiction providing funding or a consultant hired by MELSA to prepare the plans, oversee and pay for the work.

Before MELSA has completed its selection or evaluation process, information will not be given to any other agency or individual without your written consent unless specifically authorized by state or federal law, or under a valid court order.  Unless otherwise authorized by law, government agencies with whom we share private or confidential information must also treat the information they receive as private or confidential.  You, as the subject of collected data, unless otherwise specified by law or court order, may view the information we have concerning you and may make written comments as to the accuracy of the information.  Copies of information we have concerning your bid or response may be made, for a reasonable fee, upon your request.

After MELSA has completed its selection or evaluation process, information that is not trade secret data will become public, as provided by Minn. Stat. § 13.591, subd. 3.

RETENTION:  All information on you will be kept until federal, state and/or county retention requirements have been met, at which time the information will be destroyed.  Unless otherwise noted, this consent will only be effective for a period of one (1) year from the date of signature.

IN ACCORDANCE WITH MINNESOTA STATUTES, SECTION 13.04, I HAVE BEEN INFORMED OF AND UNDERSTAND MY RIGHTS AS SUBJECT OF DATA.

 	
Name of Organization

By: 	 	          	
						Date
PRINT NAME AND TITLE______________________________________________ 		

Submit this form as part of the Response.

