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Agency Background 

The Community Action Program Belknap-Merrimack Counties, Inc. (CAPBM) is a New Hampshire–based 
501(c)(3) private, nonprofit corporation. The Agency was established in 1965 under the provisions of the Equal 
Opportunity Act of 1964. 
  
The Organization's primary mission is to work with low-income families and the elderly to assist them in their 
efforts to become or remain both financially and socially independent in their communities. The Agency 
accomplishes this task by providing a broad array of locally defined, planned, and managed services. The Agency 
sponsors and manages over 50 programs and services designed to meet the needs of children, families, single 
parents, the elderly, and the disabled. Without the services provided by the Agency and in collaboration with 
other local organizations, many residents would be without a means to provide for their basic needs, including 
food and shelter.  
 
CAPBM is incorporated in the State of New Hampshire. Therefore, as a nonprofit corporation, CAPBM is 
exempt from federal income taxes under Internal Revenue Code Section 501(c)(3). 
 
CAPBM is governed by its Board of Directors, which is responsible for the oversight of the Organization by:  

• Planning for the future;  

• Reviewing and Approving broad policies, including financial and personnel policies and procedures;  

• Reviewing and approving the annual audit;  

• Reviewing financial information;  

• Identifying and proactively dealing with emerging issues;  

• Interpreting the Organization's mission to the public;  

• Hiring, evaluating, and working with the Chief Executive Officer and Chief Operating Officer  
 
The Chief Executive Officer is responsible for the day-to-day oversight and management of CAPBM. 
 
Community Action Program Belknap-Merrimack Counties, Inc. and Affiliates includes seven (7) supportive 
housing for the Elderly projects and 3 Family Housing locations.  

 

Internal 

The fiscal year is March 1 through February 28 for CAPBM and the CAPBM Housing entities have the following 
year-ends: two in March, two in June, two in August, one in September, and three in December.  
 
The CAPBM staff includes program component personnel in compliance with each program's grants as well as 
administrative and executive staff. Currently, the Agency and Affiliates have 297 employees. The Fiscal 
Department is responsible for managing and processing financial information for the Organization. The following 
positions comprise the Fiscal Department:  

• Chief Fiscal Officer  

• Two (2) Staff Accountants  

• Budget Analyst  

• Accounts Payable Specialist  

• Accounts Receivable Specialist  

• Finance Assistant 
 
CAPBM year-end financial statements are prepared using the accrual basis of accounting in accordance with 
Generally Accepted Accounting Principles (GAAP). Consequently, revenue, other than contributions, is 
recognized when earned, and expenses are recognized when the obligation is incurred. Accounting transactions 
will be processed, and reports produced in Orion and/or QuickBooks (financial software) as applicable. 
Payroll  is processed bi-weekly using Paylocity. 



 

 

Scope 

The purpose of this RFP is to obtain the services of a public accounting firm, whose principal officers are 
independent certified public accountants, certified or licensed by a regulatory authority of a state or other political 
subdivision of the United States, hereinafter referred to as the auditor, to perform a financial and compliance 
audit of Community Action Program Belknap-Merrimack Counties, Inc., and the 10 Housing legal entities. 
 
The primary focus of the work is to examine the Agency's financial records in accordance with generally accepted 
auditing standards as defined and described in the most recent revision of: 

• Statement of Auditing Standards, published by the American Institute for Certified Public 
Accountants; 

• Audits of States, Local Government, and Nonprofit Organizations, as revised, published by the 
Office of Management and Budget (0 MB), Circular A-133; and 

• Standards for Audit of Governmental Organizations, Programs, Activities, and Functions, as 
published by the (GAO). 

• Audit services must include an examination for compliance with applicable directives of the laws, 
regulations, and contracts or grant documents. 

• Evaluation of the Agency's internal controls and preparation of the Agency's Tax Report (Form 990) 
is the secondary focus of the work. 

The auditor shall determine whether: 

• the financial statements of the Agency present fairly, its financial position, and the results of its 
financial operations in accordance with generally accepted accounting principles;  

• the Agency has an internal control structure and other control systems to provide reasonable 
assurance that it is managing federal funds in compliance with applicable laws, regulations, and grant 
documents that may have a material impact on the financial statements; 

• the Agency has complied with applicable laws, regulations, and grant documents that may have a 
material impact on the financial statements. Compliance references include Public Law 105-220 
(August 7, 1998) and 20 CFR 652 et at (final rules effective September 11, 2000); 

• the Agency has established and adhered to an appropriate system for the procurement, award, and 
oversight of contracts with sub-grantees which contains acceptable standards for ensuring 
accountability; 

• the Agency has entered into written contracts with such sub-grantees which establish clear goals and 
obligations in unambiguous terms; 

• the Agency has acted with due diligence to monitor the implementation and ongoing activities of the 
sub-grantee contracts, and taken prompt and appropriate corrective action upon becoming aware of 
any evidence of a violation of regulatory or contract terms; 

• the Agency has established (where appropriate) and adhered to policies on cost limitations, cost 
allocations, allowability of costs, reasonableness of costs, and adequacy of meeting the matching fund 
requirements and reporting thereon. 

 
The audit shall take place at the Agency's office in Concord, New Hampshire during June/July 2023. The audit 
may begin earlier upon mutual agreement of the parties. 
 
The Agency will produce a trial balance for the fiscal year- ending 2/28/23 to assist the auditors in their work.  
 
The fiscal staff will be available to provide and explain documents, show reports, and prepare schedules or 
backup as necessary. The proposal should specify what schedules and backup will be required of the Agency's 
staff. No legal counsel is available. 
 



 

The auditor shall agree to keep the information related to all funds audited, related contracts, and all information 
obtained in the course of the audit, in strict confidence. Other than reports submitted to the Agency, the auditor 
agrees not to publish, reproduce, or otherwise divulge such information, in whole or in part, in any manner or 
form, or authorize or permit others to do so, taking reasonable measures as are necessary to restrict information 
access to those employees on its staff and the Agency's staff who must have information on a need-to-know 
basis. 
 
The auditor shall retain audit reports and related working papers for a minimum of six (6) years, or until 
resolution of the audit with the U.S. Department of Labor, whichever is later. Audit documents shall be made 
available to the Agency upon request by authorized representatives of the Agency or its designee. 
 

Deliverables 

The auditor shall give weekly progress reports to Executive Director, or designee, during the audit process, as well 
as immediate notification if fraud is found. Instances of fraud, waste, illegal acts, or indications of such, including 
all questioned costs, must be covered by a separate written report to the Board of Directors.  
 
An exit interview with Agency representatives and auditors' representatives will be held at the conclusion of the 
fieldwork. Observations and recommendations must be summarized in writing and discussed. It should include 
internal control and program compliance observations and recommendations. 
 
A management letter is required and should include a statement of audit findings and recommendations affecting 
the financial statements, internal control, accounting systems, the legality of actions, other instances of 
noncompliance with regulatory requirements, and any other material matters. 
 
Two (2) bound copies and one electronic copy of the audit report shall be submitted to the Agency. Reports shall 
be submitted within 30 days of the audit work completion. Management reports shall be submitted with the audit 
reports.   
 
The auditor shall be available to meet with members of the CAPBM Board of Directors to review the audit no 
later than December 2023. 
 
The Agency's Form 990 shall be prepared, along with any required schedules, in accordance with IRS filing 
deadlines. While the Agency expects a filing extension to be unnecessary, should unexpected or unforeseen events 
occur to necessitate such an extension, the auditor shall be responsible for completing the paperwork required to 
secure the filing date extension.  The auditor will be responsible for filing the Agency 990 as well as the 990’s for 
the housing properties. 
 

Budget 

A detailed proposed budget should be included. Costs shall be stated as an hourly rate, and identify qualifications 
of on-site senior, audit managers and/or field supervisors and other staff who will work on the audit, including 
staff from other than the local office, should this situation apply. Please be specific about any additional expected 
costs such as travel, communications, and expendable supplies. 
 
Projections for annual fees for the next 5 years should also be included in this section. However, the Agency 
recognizes that such projections may be subject to change by either party. 
 

Selection Process and Criteria 

It is the Agency's intent to solicit bids for audit services at least every five (5) years. This RFP is for an annual 
audit with the option to renew up to four additional years, based upon satisfactory performance and comparable 
costs. There will be a full review of the CPA firm's performance by the Board of Directors, or its designee, to 
determine whether to engage the same firm for the next year in the five-year period. The unsatisfactory 



 

performance will result in the recommendation to the full Agency Board that new proposals be solicited. 
 
A review panel including representatives of the Fiscal/Audit Committee and Agency staff will participate in the 
process of selecting the auditor. Reviewers will assess applications based on the following 55 point criteria: 

 
Design of the proposal (15 points) 

• Demonstrated understanding of the scope and intent of the audit; 

• Consistency with the overall objectives of the scope of services; 

• Comprehensiveness and adequacy of the audit work plan; and 

• Concrete benchmarks and timeline. 

 

Qualifications (20 points) 
• Relevant professional experience and technical qualifications of the firm and the staff selected to perform 

the actual audit duties; 

• Prior work samples (or equivalent) that demonstrate relevant professional experience; 

• Peer Review 

• Ability to meet the independence standards of the GAO Standards for Audits of Governmental 
Organizations, Programs, Activities, and Functions, published by the 

• U.S. General Accounting Office; 

• Reference verification (a minimum of three references shall be submitted); 

• Availability and ability to meet the timeline; 

• Professional liability insurance of at least one million dollars($1,000,000), and willingness to prove (i.e. a 
certificate of insurance upon request); 

 

Budget (15 points) 
• Feasibility of carrying out the audit, internal control review, management letter, and Form 990 completion 

given the proposed budget; 

• Justification for proposed fees and costs. 
 
Questions may be directed to Jill Lesmerises 603-225-3295 or Jlesmerises@Capbm.org 
 
Bidders may be invited to an interview in Concord, NH with members of CAPBM BOD and staff before the 
final selection. 

 
Bidders will be notified of the final selection by May 2022 with the award of the  auditor contract.   

 

Mailing Instructions 

Two original proposals must be in writing and received by 4:00 p.m. on Monday, May 9th 2022. Mail or hand-
deliver to:  
 
Community Action Program Belknap-Merrimack, Inc. 
Jeanne Agri - Chief Executive Officer 
2 Industrial Park Drive 
PO Box 1016 

Concord, NH  03302 
 
Jagri@capbm.org 
 

The offeror’s proposals shall be submitted in a sealed envelope clearly marked in the lower left-hand corner with 

mailto:Jlesmerises@Capbm.org
mailto:Jagri@capbm.org


 

the following information: 
Request for Proposal 
4:00 pm on May 9th, 2022 
Sealed proposal for Audit purposes 

 

Note 
It is the responsibility of the offeror to ensure that the proposal is received by CAPBM by the date and the time 
specified above.  Late proposals will not be considered.   
 
Disclaimers 
Community Action Program Belknap-Merrimack, Inc., reserves the right to reject any and all proposals. 
 
If deemed necessary, the Agency shall conduct quality reviews of the audit work; require auditors to submit 
revised reports, at no additional cost, when findings or recommendations are unclear; take prompt and 
appropriate action to remedy deficient audit contractor performance, make alternative arrangements or follow-
ups if auditors find records to be nonauditable; impose a 10% penalty if due dates are missed. 
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