
TOWN OF NEW HAVEN, NEW YORK

REQUEST FOR PROPOSAL

EXTERNAL AUDITOR FOR THE TOWN

A.  INVITATION

The Town of New Haven, Oswego County, New York is accepting proposals from qualified CPA’s 
and/or CPA firms to serve as the Town’s External Auditor.  The successful applicant will serve as a 
contractor and perform three (3) regular annual audits for the Town of New Haven.  Said audits are: 
(a) annual end of year audit on the Town of New Haven’s financial statements (b) annual Town 
Justice Audit and (c) annual Town Clerk audit. 

The primary role of the external auditor is to express an opinion on whether the entity’s financial 
statements are free of material misstatements.  The independence of external auditors is crucial to a
correct and thorough appraisal of an entity’s financial controls and statements.  Any relationship 
between the external auditors and the Town of New Haven, other than retention for the listed 
audits themselves, must be disclosed in the external auditor’s reports.  Compensation for these 
services will be in the form of three equal scheduled payments – the first payment will be one week 
prior to the initiation of the annual audits, the second payment will be at 50% completion of annual 
audit work and the final and third payment will be upon delivery of the audit to the Town Board. 

The Town of New Haven is interested in an External Auditor/External Auditing Firm with the 
required qualifications to perform municipal audits at the NYS Town Level; familiar with GASB and 
GAAP, NYS General Municipal Law and have significant experience in municipal accounting and 
auditing.  In addition, the successful auditor/firm must be a Certified Public Accountant (CPA), 
certified in New York State.  All proposals should clearly state the educational background and 
auditing experience of the external auditor, or in the case of a firm, of the auditors who will be 
assigned to work for the Town of New Haven.

      The proposal submitted should also include a list of references, preferably other municipalities        
and/or taxpayer funded entities.  The proposal should include ONE LUMP SUM price for all three regular
scheduled audits per each year.  The selected applicant will provide audits for year end 2020, 2021 and 
2022 for the Town Financial Statements, Town Justice Court and Town Clerk records.

The Board of the Town of New Haven looks forward to your proposal.

B. RFP INSTRUCTIONS:

1.  All responses must be in writing, in 12 point font size, and signed by the member of the firm 
who will be the engagement partner (the partner who will have overall responsibility for this 
engagement and who will be our primary contact with your firm.)

2. Seven hard copies of your response must be sent to Ms. Jennifer Woolson, the Town Clerk, by 
regular mail or overnight delivery, and must be received by Ms. Woolson on or before NOON on
MONDAY, NOVEMBER 16TH, 2020.  The mailed envelopes should be addressed to:  Town of 



New Haven, PO Box 141, 4279 State Route 104, New Haven, New York 13121.  Attn:  
RFP2021AUD.

3. An e-mail version of the same response must also be sent via pdf of your response, on or before 
NOON on MONDAY, November 16TH, 2020 to Ms. Woolson at clerk@newhavenny.com.  The 
delivered hard copies are considered to be the official response. 

4. Proposals may not be faxed and faxed proposals will not be accepted.

5. By responding to this RFP, you agree that (a) your proposal shall be irrevocable until December 
31, 2020, and (b) you are solely responsible for any and all costs you incur in connection with 
responding to this RFP, (c) if requested, you will travel to the Town, at your sole expense, for an 
interview at a time and place of the Town Board’s choosing, (d) you response, and any 
documents that accompany your response, once submitted, shall become the property of the 
Town and may be FOILABLE, € if you are selected pursuant to this process, you will provide the 
services requested until (DATE) pursuant to the terms of an engagement letter to be agreed 
upon between your firm and the Town Board, and which can be renewed, if both parties agree 
at the end of that period for one more year, potentially terminating (DATE), (f) this RFP is issued 
to elicit responses about the firms that receive it and it is not an offer, (g) no contract or other 
binding obligation with the Town will exist or be deemed to exist, unless and until a written 
agreement has been executed on terms and conditions acceptable to the Town Board, and (h) 
the issuance of this RFP and the submission of the recipients firms’ proposal do not create a 
contract or any obligation upon the Town to enter into a legal relationship with any one or more
of the recipient firms.

6. Any questions you might have regarding this process should be submitted in writing and e-
mailed to the Town Clerk, Jennifer Woolson at clerk@newhavenny.com no later than TUESDAY, 
NOVEMBER 3RD END OF THE DAY.  All recipients will receive questions submitted and response 
to same no later than MONDAY, NOVEMBER 9TH, 2020.

7. Please make sure you read final proposal requirements under section J.

C. SCOPE OF SERVICES

The Town External Auditor will perform an annual audit on the Town of New Haven’s financial 
statements., the Town Justice records and the Town Clerk records.  The primary role of the External 
Auditor is to express an opinion on whether the Town of New Haven’s financial statements are free 
of material misstatements. The following lists include, but are not limited to, examples of auditing 
services that the Town’s Auditor might be asked to provide.  Further, applicants may wish to submit 
proposals that address all of these needs or various combinations thereof. 

1. Audit of Annual Town Records:  Including but not limited to:  (a) Required attendance at Town 
Board meetings, typically 1-2 meetings per year to present audit findings. (b) Perform end-of-
year audit of the Town of New Haven’s Financial Statements. (c) Provide a written management 
letter expressing audit findings. (d) Review the Town’s information technology control 
procedures while assessing its overall internal controls. (e) Investigate any material issues raised
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by inquiries from professional or regulatory authorities, such as the local taxing authority.  (f) 
Advise the Town Board in the conduct of their respective financial duties to insure that they act 
in accordance with the laws of the United States of America, State of New York, the County of 
Oswego, the Town of New Haven Laws, Policies and Procedures;  GAAP and GASB -  
Governmental Accounting Standards Board. (g) Availability for mutually agreed times for 
telephone calls and online conferences with the Supervisor, Town Board members, Town 
Budget Office, Town Bookkeeper, NYS Comptroller’s Office and assigned Town personnel. (h) 
Provide detailed year end Trial Balance to Town Bookkeeper  for final Town adjustments, (i) 
Provide timely response as related the external auditor final numbers as related to the AUD or  
in house records for any questions from NYS Comptroller or Funding Agencies.   

2. Audit of Town Justice Records: a. Perform the NYS Office of Court Administration (OCA) end-of-
year audit, including but not limited to, Town Justice Court bookkeeping, Bails and Forfeiture 
Records, collection of fines and deposits, reporting to NYS OCA. This is the audit outlined as 
required by the NYS Office of Court Administration (b) Provide a written management letter 
expressing audit findings. 

3. Audit of Town Clerk Records:  (a) Perform end-of-year audit of the Town Clerk Financial Records
including but not limited to, collection of Federal, State and Local Fees and Services, Property 
Tax Collection and reporting to Oswego County.  (b) Provide a written management letter 
expressing audit findings. 

4. Request for Hourly Rate Fee for potential other work:  The Town is currently undertaking 
Water District Number 9 and anticipates a separate audit will be required for that project from 
the Funding Authority.  Potential other work as determined necessary by the Town Board.

D. SELECTION CRITERIA AND PROCESS

In selecting the External Auditor or firm to provide auditing services for the Town, the following 
factors will be considered: 

1. Experience in GASB, GAAP, Capital Projects, Grant Audits, prior NYS Town Municipal experience of
firm and accounting principals.

2. Qualifications of the individual CPA’s who will be assigned to handle the Town’s business.

3. The annual fee to be charged for External Auditing services and the billable rates for items not 
included in this RFP. 

Proposals will be reviewed by the New Haven Town Board.  A select number of respondents will be 
invited to an interview with the Town Board after the review is completed.  External Auditors should
be prepared to answer detailed questions regarding their proposals during this interview. 

E. RFP PROCESS

This RFP is the first part of a larger process the Town Board is undertaking to evaluate and select the
best and most appropriate External Auditor for the Town.  Specifically, the Town Board is seeking to 
retain an auditor who, or auditing firm whose CPAs, demonstrate the ability to provide excellent 



auditing services as measured by quality of auditing, cost-effectiveness, a commitment to proactive 
advice, responsiveness, integrity, diversity, community-mindedness, and a dedication to the 
residents of the Town of New Haven.

F. CONFLICT ISSUES

Before you begin this RFP process, it is important to determine if your firm would have any conflicts 
(potential or actual) if selected to represent the Town.  If you have any questions regarding any such
conflicts, or if you are aware of any such conflicts, you must submit such questions or identify the 
conflict in writing, by e-mail, care of the Town Clerk, Jennifer Woolson, at clerk@newhavenny.com.  
Potential conflicts will be reviewed by a committee appointed by the Town Supervisor and a 
determination made.  It is recommended that you not start your response to this RFP until any 
conflicts issues have been discussed, fully explored and resolved.  Unless you state otherwise, the 
Town Board will deem your response a representation that you are not aware of any conflicts, 
potential or actual, between any client of your firm and the Town.

G. TIMELINE

Publication and distribution of RFP No later than FRIDAY, OCTOBER 23RD, 2020

Responses to RFPs Due NOON, MONDAY, NOVEMBER 16TH, 2020

Interviews     NOVEMBER – DECEMBER 15, 2020

Anticipated Town Board vote DECEMBER 2020 BOARD MEETING

Anticipated signed retainer agreement DECEMBER 31, 2020

H. FORM OF PROPOSAL

Proposals should address the issues outlined in the “Scope of Services” section of this RFP and can 
cover all or any part or combination thereof.  They should be concise, yet thorough.  Please insure 
that your proposal for the Town of New Haven also addresses, to the fullest extent practicable, the 
following requested information:

   1. Identify all municipal entities you currently represent.

2. Identify all NYS municipal entities you have represented within the past 5 years. 

3. Identify your auditing firm’s offices and the number of professionals by location. 

4. Provide a summary of your auditing firm’s experience in providing auditing services to
 municipal entities giving particular attention to the particular services outlined in 

Section C.  

5. Provide examples where your firm has utilized creative and strategic approaches, to the 
benefit of a municipal entity, to resolve what would otherwise be a financial matter.

6. Specify the CPAs you would propose to advise the Town and provide their respective 
educational and professional backgrounds (resume.)
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7.  Provide three professional references who can speak to the experience and expertise of your 
firm and, in particular, the CPAs you propose to advise the Town.

8.  Provide a fee proposal.  Indicate the lump sum annual fee that your firm will charge to audit 
the Town for all three audits by year (2020, 2021 and 2022, with the potential for one 
additional, optional year for 2023.)    All prices in the proposal are to include all costs of the CPA 
as related to this project including but not limited to:  travel, supplies, copies, postage, legal, etc.

9. Describe how you would assure that all Town matters would receive prompt and thorough 
attention.  

10.  Provide a tentative schedule of deliverables as related to the annual Town Audit, annual 
Town Justice Audit and Annual Town Clerk Audit.  This schedule will estimate dates of starting 
audit(s) by audit and estimated dates of completion. 

11.  If your firm has a written values statement or a mission statement, please include it with 
your response. 

12.  Identify and provide a short description of any malpractice action filed against, or 
professional sanctions imposed on your firm or any of your employees while representing your 
firm. 

13. Identify whether your firm (or any of your partners or associates) has been a defendant or 
respondent in any litigation or agency action relating to the provision of  auditing services 
within the past five years. 

14. Provide any significant awards, accomplishments, or leadership positions that demonstrate 
expertise or recognition relevant to the Town’s auditing needs.

15. Identify specific in-service training you would provide the Town and how you would charge 
for such training.

16. Describe what you believe would be an ideal working relationship between (a) External 
Auditor and (b) the Town

17. Provide any additional information or considerations that you believe are relevant. 

I. FEDERAL, NYS AND LOCAL REQUIREMENTS

All applicants who respond to this RFP acknowledge that they understand Federal, State, GAAP, 
GASB, various Federal and State Funding agencies, and local regulations as related to working in 
New York State and performing audits for a NYS Town municipality.  All applicants are aware of 
the NYS Standard Contract Clauses as attached and agree to adhere to them.  NYS Certified 
MWBE/DSOV are encouraged to apply.  Please attach a copy of your certification with your 
response.

J. FINAL PROPOSAL REQUIREMENTS

The final proposal submittal will include the following items at a minimum:



a) Letter from Individual or Firm that the person submitting the RFP is authorized to do
so by the Firm

b) One lump sum price per year for 2020,2021, 2022 and potentially 2023 to perform 
the annual Town Audit, the annual Town Justice Court audit and the annual Town 
Clerk Audit

c) Per hour rate by year for any additional work requested, but not necessarily 
committed to

d) Items listed in Form of Proposal  (Section H)

e) Copies of General Liability, Workers Compensation, Malpractice and/or Errors and 
Omissions Insurance Coverage 

f) Non- Collusive Bidding Certification

g) Required Disclosure of Relationships with Town of New Haven

h) Affirmation to adhere to NYS Standard Contract Clauses

NON COLLUSIVE BIDDING CERTIFICATION

This Non-Collusive Bidding Certificate is made pursuant to Section 103-d of the General Municipal    
Law of the State of New York and must be returned with the RFP response.

By submission of this proposal, Bidder and each person signing on behalf of Bidder certifies, and in 
the case of a joint proposal each party thereto certifies as to its own organization, under penalty of 
perjury, that to the best of his or her knowledge and belief:

The prices in this proposal have been arrived at independently without collusion, consultation, 
communication, or agreement for the purpose of restricting competition, as to any matter relating 
to such prices with any other Bidder or with any competitor;

Unless otherwise required by law, the prices which have been quoted in this proposal have not been
knowingly disclosed by Bidder and will not knowingly be disclosed by Bidder prior to opening, 
directly or indirectly, to any other bidder or to any competitor; and

No attempt has been made or will be made by the bidder to induce any other person, partnership or
corporation to submit or not to submit a proposal for the purpose of restricting competition.

A proposal shall not be considered for award nor shall any award be made where (1) (2) and (3)   
above, have not been complied with; provided, however, that if in any case Bidder cannot make the 
foregoing certification, Bidder shall so state and shall furnish with the proposal a signed statement 
which sets forth in detail the reasons therefore.  Where (1) (2) and (3) above have not been 
complied with, the proposal shall not be considered for award nor shall any award be made unless 
the head of the purchasing unit of the political subdivision, public department, agency or official 
thereof to which the proposal is made, or his designee, determines that such disclosure was not 
made for the purpose of restricting competition.



Dated: _______________ Bidder: ___________________________________ 

(Legal name of person, firm or corporation)

By:________________________________________________ (Signature)   
___________________________________________________ (Please Print Name)

___________________________________________________(Title)

STATE OF NEW YORK )

COUNTY OF OSWEGO ) ss

Sworn to me before this _______________ day of __________ 2020

    ______________________________________________________

NOTARY PUBLIC

TOWN OF NEW HAVEN - TOWN ATTORNEY GENERAL MUNICIPAL LEGAL SERVICES

REQUIRED DISCLOSURE OF RELATIONSHIPS TO THE TOWN OF NEW HAVEN

Name of Bidder: ____________________________ Address: __________________________________ 

Telephone No.: _____________________________ Fax No.: __________________________________

The Reporting Entity is (please check one): Individual _________ Corporation______ Partnership _____

A.) Related Employees: Are any of the employees that you will use to carry out this contract with the 
Town of New Haven also an officer or employee of the Town of New Haven, or the spouse, or the child 
or a dependent of a Town officer or employee?

Yes __________ No ________

If yes, please provide details: 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________

B.) Related Owners:

1. If you are the owner of the Company, are you or your spouse an officer of employee of the Town? Yes
_____ No _____

If yes, please provide details: 
___________________________________________________________________________ 



___________________________________________________________________________ 
___________________________________________________________________________

To answer the following question, the following definition of the word "interest" shall be used.

Interest means a direct or indirect pecuniary or material benefit accruing to a Town officer or employee, 
his or her spouse, child or dependent, whether as a result of a contract with the Town or otherwise. For 
the purpose of responding to these questions, a Town officer or employee shall be deemed to have an 
"interest" in the contract of:

a. His/her spouse, children and dependents, except a contract of employment with the Town; b. A film, 
partnership or association of which such officer or employee is a member or employee; c. A corporation 
of which such officer or employee is an officer, director or employee; and d. A corporation of which 
more than five (5) percent of the outstanding capital stock is owned by any of the aforesaid parties.

2. Do any officers or employees of the Town have an interest in the Contractor or in any subcontractor 
that will be used for this contract? Yes _____ No _____

I am the ___________________________ (Title or Office) of the reporting entity listed above.

I make this affirmation based upon my personal review of the books and records of the reporting entity. 
All of the foregoing info1mation is true to the best of my knowledge, after inquiry. I make these 
statements under penalty of perjury.

Signature: _______________________________________ 

Print Name: ______________________________________ 

Print Title: _______________________________________

Date:  __________________________________________

STATE OF NEW YORK ) 

COUNTY OF OSWEGO )ss

Sworn to me before this _______________ day of __________ 2020

______________________________________________________

NOTARY PUBLIC



ACKNOWLEDGEMENT AND AFFIRMATION THAT I UNDERSTAND AND AGREE TO ABIDE BY THE NYS
STANDARD CONTRACT CLAUSES IN PERFORMANCE OF THIS AGREEMENT, IF AWARDED TO ME

PERSONALLY OR THE FIRM I REPRESENT.

I make this affirmation based upon my understanding of the Standard Contract Clauses of New York 
State. All of the foregoing information is true to the best of my knowledge, after inquiry. I make these 
statements under penalty of perjury.

Signature: _______________________________________ 

Print Name: ______________________________________ 

Print Title: _______________________________________

Date:  __________________________________________

STATE OF NEW YORK ) 

COUNTY OF OSWEGO )ss

Sworn to me before this _______________ day of __________ 2020

______________________________________________________

NOTARY PUBLIC


