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1. Introduction 
 

a. Background 
 

Howard County Library System (HCLS) is an award-winning library system committed 
to increasing positive outcomes for all members of the Howard County community 
through equitable service. Located in central Maryland, HCLS connects 334,529 citizens 
to high quality information, services, and experiences through its branches, classes, 
events, outreach, mobile units, social media, and website (hclibrary.org). HCLS is 
comprised of the Administrative Office and six branches: Central Branch, East Columbia 
Branch, Elkridge Branch & DIY Center, Glenwood Branch, Miller Branch & Historical 
Center, and the Savage Branch & STEM Education Center. 

 
HCLS is an allied agency and component unit of Howard County Government that is 
governed by an independent Board of Trustees. HCLS reports its financial results 
independently and these are included in Howard County’s Annual Comprehensive 
Financial Report (ACFR), which is not part of this RFP. HCLS’s budget for fiscal year 
2023 is $26.7 million. The Howard County Government funds 89.9% of this budget, 
while 4.35% is funded through the Maryland Department of Education, and 5.75% is 
HCLS generated revenues. HCLS also receives funds through gifts, donations, and 
competitive grants. 

 
b. Objective 

 
HCLS is requesting proposals from qualified independent certified public accounting 
firms to annually audit its financial statements for the five fiscal years beginning with the 
fiscal year ending June 30, 2023, through June 30, 2027. HCLS shall have the option of 
retaining the selected auditor to audit the library’s financial statements for one (1) 
additional, subsequent fiscal year at the sole discretion of HCLS. Audit services are 
expected to be performed within three months of the close of each fiscal year. The 
request for proposal (RFP) describes the required scope of services, the minimum 
information that must be included in the proposal, and the evaluation and selection 
process. Each response will be evaluated based on the bidder’s experience, cost, and level 
of professional services. 

 
c. Submission Deadline 

 
Proposals must be received via email by 5pm February 28, 2023. Proposals should be 
addressed to Dorna Anderson, Accounting Manager, Howard County Library System and 
emailed to dorna.anderson@hclibrary.org. 

 
Proposals received after this time will not be accepted. The audit firm shall bear the 
responsibility of ensuring its submissions are received and acknowledged by HCLS. 
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HCLS reserves the right to reject any or all proposals submitted. At the discretion of 
HCLS, audit firms submitting proposals may be requested to make oral presentations as a 
part of the evaluation process. By submitting a proposal, the audit firm accepts the 
conditions contained in this RFP, unless exceptions are clearly and specifically noted in 
the proposal submitted. 

 
d. Audit Firm Inquiries 

 
Questions and requests for clarification and/or explanation regarding any aspect of this 
RFP should be addressed to Dorna Anderson, Accounting Manager at HCLS 
dorna.anderson@hclibrary.org no later than January 31st, 2023. Questions submitted after 
this time will not receive a response. Telephone inquiries will not be addressed.  

 
e. Project Schedule 

 
The RFP will follow the schedule below: 
 

Release of RFP   12/19/2022 
Deadline for written questions  1/31/2023 
Responses to Questions  2/6/2023 
Proposals are Due   2/28/2023 
Selected firm notified     3/15/2023 
Approval of Engagement  3/15/2023 

 
All dates are subject to change at the discretion of HCLS.  
 
Proposals submitted will be evaluated by the Evaluation Team (HCLS President & CEO, 
COOs, CFO, and Accounting Manager). During the evaluation process, HCLS reserves 
the right, where it may serve its best interest, to request additional information or 
clarifications from proposers, or to allow corrections of errors or omissions. 

 
2. Services Required 

 
a. Scope of Work 

 
The auditors will perform an examination of HCLS’s basic financial statements and 
required supplementary information (RSI) in accordance with the auditing standards 
outlined in Section 2d below, with the objective of expressing an opinion on the basic 
financial statements. The auditors will be responsible for rendering their opinion before 
September 30th of each year.  
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b. Reports to be issued 
Following the completion of the audit of the fiscal year’s financial statements, the auditor 
shall issue the following to the Board of Trustees: 
 

i. An independent auditor’s report. 
 

ii. When applicable, the auditors will issue a “management letter” that includes 
significant deficiencies and material weaknesses (as defined by the applicable 
auditing standards) that were identified during the audit, and any 
recommendations for improving the accounting operations of the library system 
of internal control. Management letters should include a follow-up on the prior 
year’s recommendations, if any. Prior to the issuance of the management letter, 
the auditor shall review his/her findings in a conference with the HCLS President 
& CEO and may be required to meet with the Board of Trustees to discuss the 
findings. 
 

iii. An early written report of all irregularities and illegal acts, or indications of illegal 
acts, of which the auditor becomes aware. 
 

iv. A report on internal controls related to financial statements and compliance with 
laws, regulations, and grant agreements. 

 
c. Follow-up on Recommendation and implementation 

 
At the option of HCLS, the auditor will review any changes that HCLS may make to 
implement the auditor’s recommendations. The auditor will then inform HCLS of 
whether the changes have been implemented satisfactorily. 

 
d. Auditing Standards to be Followed 

 
To meet the requirements of this request for proposals, the audit shall be performed in 
accordance with generally accepted auditing standards, as set forth by the American 
Institute of Certified Public Accountants, and the standards for financial audits, set forth 
by the Comptroller General of the United States in the Government Auditing Standards. 

 
e. Special Considerations 

 
i. The auditors are expected to keep HCLS informed of new state and national 

developments affecting governmental finance and reporting standards and trends, 
including upcoming GASB pronouncements, and provide advice for extraordinary 
transactions. 
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ii. HCLS is currently not required to have a single audit performed due to the current 
level of its federal grant funding. However, if HCLS should need a single audit in 
the future, the selected firm will be invited to perform the audit, and the 
contractual fee will be negotiated at that time. 

 
f. Working Paper Retention and Access to Working Papers 

All working papers and reports must be retained, at the auditor's expense, for a minimum 
of seven (7) years, unless the firm is notified in writing by HCLS of the need to extend 
the retention period.  The auditor will be required to make working papers available, 
upon request, and within a reasonable time, to the following parties or their designees: 
 

i. HCLS and HCLS Board of Trustees 
ii. Howard County Government 

iii. Maryland Department of Education 
iv. U.S. General Accounting Office (GAO) 
v. State Controller’s Office 

vi. Parties designated by the Federal government, state governments, or by HCLS as 
part of an audit quality review process 

vii. Auditors of entities of which HCLS is a sub-recipient of grant funds 
 
In addition, the firm shall respond to reasonable inquiries of successor auditors and allow 
successor auditors to review working papers relating to matters of continuing accounting 
significance.  

 
3. Schedule for the 2023 Fiscal Year Audit 

 
a. Each of the following should be completed by the auditor no later than the dates 

indicated. 
 

i. Interim Work 
The auditor shall complete interim work by June 20, 2023. 
 

ii. Detailed Audit Plan and Programs 
The auditor will perform a planning meeting with HCLS President and CEO, 
CFO, & Accounting Manager by April 30, 2023, to discuss any GASB change, a 
detailed audit plan and a list of all schedules. 
 

iii. Fieldwork 
The auditor shall complete all fieldwork by August 31, 2023. 
 

iv. Date Final Report is Due 
The audit firm shall prepare draft financial statements, and all required 
supplementary schedules and statistical data by September 15, 2023. 
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v. The auditor shall provide the Notes to the Basic Financial Statements, revisions 

and suggestions for improvement to all required reports by September 15, 2023. 
 

vi. An auditor's report(s) shall be delivered to the HCLS Board of Trustees before 
September 30, 2023 

 
vii. A similar time schedule will be developed for audits of future fiscal years if 

HCLS exercises its option for additional audits. 
 

viii. HCLS will have all records ready for audit and all management personnel 
available to meet with the selected firm's personnel as of June 30, 2022. 

 
4. Assistance to be Provided/Report Preparation 

 
a. The HCLS Finance Department staff and management personnel responsible will be 

available during the audit to assist the firm by providing information, documentation, and 
explanations. The preparation of confirmations will be the responsibility of HCLS. 
 

b. The auditor's principal contact with HCLS will be Dorna Anderson, Accounting 
Manager, who will coordinate the assistance to be provided by HCLS to the auditor. 

 
c. HCLS will provide the auditor with reasonable workspace, desks, and chairs. The auditor 

will also be provided with access to telephone lines, copy machines, and fax machines. 
 

d. Report preparation will be performed jointly by HCLS and the firm. The auditor will 
provide an electronic draft of the notes for all financial statements. 

 
5. Proposal Requirements 

 
a. Submission of Proposal 

 
The proposal will consist of two sections: (1) a technical section, and (2) a dollar cost bid. 
Failure to do so shall result in automatic rejection of the proposal. Both sections must 
follow the outline detailed in this RFP. 
 
A copy of any contract, retainer letter, or other such agreement that the proposer may 
request HCLS to execute shall also be attached to the proposal. 
 
HCLS will select the firm best meeting its requirements for experience, capability, audit 
approach, and cost. HCLS’s evaluation will be based on the requirements contained in 
the proposals, the proposed fees and expenses, and any other factors that HCLS considers 
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relevant. Preference will be given to bidders who have experience auditing public 
libraries under GASB 34 regulations. 

 
b. Technical Proposal 

 
i. General Requirements 

The purpose of the Technical Proposal is to demonstrate the qualifications, 
competence and capacity of the firms seeking to undertake an independent audit 
of HCLS in conformity with the requirements of this request for proposals. As 
such, the substance of proposals will carry more weight than their form or manner 
of presentation. The Technical Proposal should demonstrate the qualifications of 
the firm and of the particular staff to be assigned to this engagement. It should 
also specify an audit approach that will meet the request for proposals 
requirements. 
 
There should be no dollar units or total costs included in the technical proposal 
document. 
 
The Technical Proposal should address all the points outlined in the request for 
proposal. The proposal should be prepared simply and economically, providing a 
straightforward, concise description of the proposer's capabilities to satisfy the 
requirements of the request for proposals. While additional data may be 
presented, the following subjects, items 1 through 7, must be included. They 
represent the criteria against which the proposal will be evaluated. 
 

1. Independence 
 

The firm should provide an affirmative statement that it is independent of 
HCLS, as defined by generally accepted auditing standards. 
 
In addition, the firm shall give HCLS written notice of any professional 
relationships entered into during the period of this agreement. 
 

2. License to Practice in Maryland 
 
An affirmative statement should be included that the firm and all assigned 
key professional staff are properly licensed to practice in Maryland. 
 

3. Firm Qualifications and Experience 
 
The proposer should state the size of the firm, the size of the firm's 
governmental audit staff, the location of the office from which the work 
on this engagement is to be performed, the number and nature of the 
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professional staff to be employed on this engagement on a full-time basis, 
and the number and nature of the staff to be employed on a part-time 
basis. 
 

The firm is also required to submit a copy of the report on its most recent 
external quality control review, with a statement whether that quality 
control review included a review of specific government engagements. 
 
The firm shall also provide information on the results of any Federal or 
State desk reviews or field reviews of its audits during the past three (3) 
years. In addition, the firm shall provide information on the circumstances 
and status of any disciplinary action taken or pending against the firm 
during the past three (3) years with state regulatory bodies or professional 
organizations. 
 

4. Partner, Supervisory and Staff Qualifications and Experience 
 
Identify the principal supervisory and management staff, including 
engagement partners, managers, other supervisors, and specialists, who 
would be assigned to the engagement. Indicate whether each such person 
is registered or licensed to practice as a certified public accountant in 
Maryland. Provide information on the government auditing experience of 
each person, including information on relevant continuing professional 
education for the past three (3) years and membership in professional 
organizations relevant to the performance of this audit. 
 
Provide as much information as possible regarding the number, 
qualifications, experience, and training, including relevant continuing 
professional education of the specific staff to be assigned to this 
engagement. Indicate how the quality of staff over the term of the 
agreement will be assured. 
 
Engagement partners, managers, other supervisory staff, and specialists 
may be changed if those personnel leave the firm, are promoted or are 
assigned to another office. These personnel may also be changed for other 
reasons with the express prior written permission of HCLS. However, in 
either case, HCLS retains the right to approve or reject replacements. 
 
Other audit personnel may be changed at the discretion of the proposer, 
provided that replacements have substantially the same or better 
qualifications or experience. However, HCLS retains the right to approve 
or reject replacement. 
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5. Similar Engagements with Entities 
 
For the firm's office that will be assigned responsibility for the audit, list 
the most significant engagements (maximum - 5) performed in the last 
five years that are similar to the engagement described in this request for 
proposal. These engagements should be ranked on the basis of total staff 
hours.  
 
Indicate the scope of work, date, engagement partners, total hours, and the 
name and telephone number of the principal client contact. HCLS reserves 
the right to make appropriate inquiries. 
 

6. Specific Audit Approach 
 
The proposal should set forth a work plan, including an explanation of the 
audit methodology to be followed, to perform the services required in 
Section 2 of this request for proposal. In developing the work plan, 
reference should be made to sources of information, such as HCLS’s 
budget and related materials, organizational charts, manuals and programs, 
and financial and other management information systems. 
 
Proposers will be required to provide the following information on their 
audit approach: 
 

a. Proposed segmentation of the engagement 
 

b. Level of staff and number of hours to be assigned to each 
proposed segment of the engagement 

 
c. Sample size and the extent to which statistical sampling is to be 

used in the engagement 
 

d. Extent of use of EDP software in the engagement 
 

e. Type and extent of analytical procedures to be used in the 
engagement 

 
f. Approach to be taken to gain and document an understanding 

of HCLS’s internal control structure 
 

g. Approach to be taken in determining laws and regulations that 
will be subject to audit test work 
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h. Approach to be taken in drawing audit samples for purposes of 
tests of compliance 

 
7. Identification of Anticipated Potential Audit Problems 

 
The proposal should identify and describe any anticipated potential audit 
problems, the firm's approach to resolving these problems and any special 
assistance that will be requested from HCLS. 
 

c. Dollar-Cost Bid 
 

i. Total All-Inclusive Maximum Price 
 
The dollar-cost bid shall contain all pricing information relative to performing the 
audit engagement, as described in the request for proposal. The total all-inclusive 
maximum price to be bid must contain all direct and indirect costs including all 
out-of-pocket expenses. 
 
Projections for annual fees for the next 4 years should also be included in the 
section. However, HCLS recognizes that such projections may be subject to 
change by either party. 
 
HCLS will not be responsible for expenses incurred in preparing and submitting 
the technical proposal of the dollar-cost bid. Such costs shall not be included in 
the proposal. 
 
The first page of the dollar-cost bid shall include the following information: 
 

1. Name of firm 
2. Certification that the person signing the proposal is entitled to represent 

the firm, empowered to submit the bid, and authorized to sign a contract 
with HCLS 

3. A total all-inclusive maximum price for the FY 2023 engagement 
 

ii. Rates by Partner, Specialist, Supervisory and Staff Level. Times and Hours 
Anticipated for Each 
 
The second page of this dollar-cost bid shall include a schedule of professional 
fees and expenses presented in the format provided in the attachment (Appendix 
C) that supports the total all-inclusive maximum price. 
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iii. Rate for Additional Professional Services 
 
HCLS may solicit additional services outside the range of this audit. Any such 
additional work agreed to between HCLS and the firm shall be performed at the 
same rates set forth in the schedule of fees and expenses included in the dollar-
cost bid. 
 

6. Proposal Evaluation 
 

a. Evaluation Criteria 
 
Proposals will be evaluated using three sets of criteria. Firms meeting the mandatory 
criteria will have their proposals evaluated and scored for both technical qualifications 
and price. The following represents the principal selection criteria that will be considered 
during the evaluation process. 

 
i. Mandatory Elements 

 
1. The audit firm is independent and licensed to practice in Maryland. 

 
2. The firm has no conflict of interest with regard to any other work 

performed by the firm for HCLS. 
 

3. The firm adheres to the instructions in this request for proposal on 
preparing and submitting the proposal. 

 
4. The firm submits a copy of its last external quality control review report, 

and the firm has a record of quality audit work. 
 

ii. Technical Quality 
 

1. Expertise and Experience 
 

a. The firm's past experience and performance on comparable 
government engagements 

 
b. The quality of the firm's professional personnel to be assigned to 

the engagement and the quality of the firm's management support 
personnel to be available for technical consultation 
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2. Audit Approach 
 

a. Adequacy of proposed staffing plan for various segments of the 
engagement 

 
b. Adequacy of sampling techniques 

 
c. Adequacy of analytical procedures 

 
iii. Price 

 
Cost will not be the only factor in the selection of an audit firm 
 

b. Oral Presentations 
 

During the evaluation process, the Evaluation Committee may, at its discretion, request 
any one or all firms to make oral presentations. Such presentations will provide firms 
with an opportunity to answer any questions the Evaluation Committee may have on a 
firm's proposal. Not all firms may be asked to make such oral presentations. 

 
c. Final Selection 

 
HCLS will select a firm based upon the recommendation of the Evaluation Committee. 

 
It is anticipated that a firm will be selected by March 15, 2023. Following notification of 
the firm selected, it is expected that an engagement letter will be executed between both 
parties by March 31, 2023. 

 
d. Right to Reject Proposals 

 
Submission of a proposal indicates acceptance by the firm of the conditions contained in 
this request for proposal, unless clearly and specifically noted in the proposal submitted 
and confirmed in the contract between HCLS and the firm selected. HCLS reserves the 
right without prejudice to reject any or all proposals. 
 

7. General Provisions 
 

a. Contract Period 
 
The agreement shall be for a five-year period and shall become effective immediately 
upon execution by all parties, with implementation of all specified services to take place 
for the audit of fiscal year ending June 30, 2023. The engagement entered into between 
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the HCLS, and the firm shall extend for a term through and including the audit for the 
fiscal year ending June 30, 2027. 
 

b. Compensation 
 
Compensation for services shall be a fixed price for each year of the five-year term of the 
agreement. The fixed fee shall include a minimum number of hours to be allocated to the 
partner-in-charge, supervising manager, and field staff. Upon request, the firm will 
provide HCLS with a statement of chargeable hours to substantiate billings. 
 

c. Proposal Preparation Cost 
 
There is no expressed or implied obligation for HCLS to reimburse responding firms for 
any expenses incurred in preparing proposals in response to this request. 
 

d. Indemnification 
 
The successful bidder shall indemnify and hold harmless HCLS and its officers, 
employees, and agents from and against all suits, actions, losses, damages, claims, or 
liability of any character type, or description including, but not limited to, all expenses of 
litigation, court costs, and penalties. 
 

e. References 
 
All bidders must provide a list of at least (3) references for which bidders provided 
similar services and equipment. Bidders shall list the company name, address, phone 
number, fax number, contact person, and any additional applicable information about the 
company. 
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APPENDIX A 
 

PROPOSER GUARANTEES 
 
 
I. The audit proposer certifies it can and will provide and make available, as a minimum, all 

services set forth in Section II, Nature of Services Required. 
 
II. In addition, the proposer certifies that the following contractual items will be provided. 

 
a) General liability insurance of $1 million combined single limit coverage per occurrence 

for bodily injury and property damage 
 

b) Automobile liability insurance of $1 million combined single-limit per accident for bodily 
injury and property damage 

 
c)     Worker's compensation and employer's liability insurance as required by the Maryland 

law and regulation 
 

d)    Errors and omissions professional liability insurance with minimum coverage of $1 
million 

 
 
 
 

Signature of Official:_________________________                                                       
 
 
Name (typed):_______________________________                                                                
 
 
Title:______________________________________                                                                            
 
 
Firm:______________________________________                                                                             
 
 
Date:______________________________________ 
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APPENDIX B 
 

PROPOSER WARRANTIES 
 

I. Proposer warrants that it is willing and able to comply with State of Maryland laws. 
 

II. Proposer warrants that it is willing and able to obtain an errors and omissions insurance policy 
providing a prudent amount of coverage for the willful or negligent acts, or omissions of any 
officers, employees or agents thereof. 

 
III. Proposer warrants that it will not delegate or subcontract its responsibilities under an agreement 

without the prior written permission of HCLS. 
 
IV. Proposer warrants that all information provided by it in connection with this proposal is true and 

accurate. 
 
 
 
 
 

Signature of Official:_________________________                                                       
 
 
Name (typed):_______________________________                                                                
 
 
Title:______________________________________                                                                            
 
 
Firm:______________________________________                                                                             
 
 
Date:______________________________________ 
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APPENDIX C 
 

SCHEDULE OF PROFESSIONAL FEES 
 

 
  FY23 FY24 FY25 FY26 FY27 

Audit, Preparation of 
Financial Statements and 
Notes to Financial 
Statements, and Opinion 
(including Management 
Letter) 

$ ________ $ ________ $ ________ $ ________ $ ________ 

Total Audit Cost Proposal $ ________ $ ________ $ ________ $ ________ $ ________ 

Supplemental Information (Billable hourly rate for projects outside the scope of the audit): 

 Partner 
 

_________ _________    

 Manager 
 

_________ _________    

 Supervisory 
Staff 
 

_________ _________    

 Staff 
 

_________ _________    

 Other _________ _________    
 
 
  
 


