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TOWN OF CHESTER, NEW HAMPSHIRE 
 

INVITATION TO BID 
 
The Town of Chester is accepting proposals from qualified and responsible firms for the annual 
audit of the governmental activities, the major fund, and the aggregate financial statements of 
years ending June 30, 2022 through June 30, 2025, and the completion of the Town’s required 
NH Department of Revenue Form MS-535, Annual Town Financial Report. 
 
Three (3) hard copies and one (1) electronic copy on a USB flash drive of the response to this 
Request for Proposal shall be submitted in a sealed envelope clearly labeled with the Bidder’s 
name and “Request for Proposal – Auditing Services” to the following address: 
 

Auditing Services 
RFP 01-13-2022 
Town of Chester 
84 Chester Street 

Chester, NH 03036 
Attn:  Board of Selectmen 

 
Questions concerning this Request for Proposal shall be directed to Joanne Smith, Finance 
Director, at (603) 887-3636 x103 or jsmith@chesternh.org . 
 
All proposals must be received no later than Wednesday, February 2nd, 2022, at 3:00pm (time 
period may be extended at the discretion of the Board of Selectmen) to be considered.   It is the 
sole responsibility of the Bidder to have the packet at the designated location prior to the 
deadline date and time.   Faxed submittals will not be accepted.    
 
Sealed proposals must be signed by a duly authorized official of the Bidder.   Proposal terms 
shall be valid for a period of ninety (90) days from receipt by the Town of Chester.   It is 
anticipated but not guaranteed that a contract will be awarded to a Bidder based upon the RFP 
response and evaluation prior to February 19th, 2022. 
 
All responses are governmental records subject to public disclosure under the Right-to-Know 
Law.   The Town will not accept responses marked confidential in whole or in part. 
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Scope of Work 
Town of Chester 
1 Chester Street 

Chester, NH  03036 
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Section One:  INSTRUCTIONS TO BIDDERS 
 
By submitting a signed proposal, the proposing company warrants that it is sufficiently 
informed in all matters affecting the performance of this work; furnishing service, knowledge, 
labor, supplies, material and components needed in performing the specifications; that it has 
obtained copies of all necessary documentation; that it has made itself aware of all site-specific 
peculiarities; and that it is familiar with all field conditions; that it has properly and completely 
executed the bid documents; and that the prices are complete and a correct statement of 
performing the work and furnishing the service, knowledge, labor, supplies, materials and 
components specified by the RFP documents. 
 
Qualifications: 
 
Bidder must have experience in the municipal auditing and accounting field.   Bidder must 
possess all applicable licenses and insurance coverage required to perform the work as required. 
 
• Bidder shall have all permits to operate a business in the State of New Hampshire and/or 

the Town of Chester. 
 

• Bidder labor must be direct employees of the Bidder or direct employees of a Sub-Bidder 
if working under the Bidder.  Bidder shall be under direct contract with the Town of 
Chester and work must be closely coordinated with the Town of Chester Finance 
Director and Town Administrator. 

 
This RFP is applicable to the Town of Chester Internal Control Policy and the Town reserves the 
right to accept or reject any or all bids and to accept the bid deemed to be in its best interest. 
 
Proposal Postponement or Amendment: 
 
The Town of Chester reserves the right to amend any portion of the Request for Proposal.  Copies 
of such amendments shall be furnished to all prospective Bidders.  Where such amendments 
require changes in the scope of services, the final date for submission may be postponed. 
 
Cost of Proposal Preparation: 
 
Any costs incurred by Bidders responding to this Request for Proposal in anticipation of 
receiving a contract award shall be the responsibility of the Bidder.  The Town of Chester shall 
not reimburse the Bidder for any such expenses. 
 
Contract Documentation: 
 
Any contract resulting from this solicitation shall contain the terms and conditions included in 
this RFP, the successful proposal, and any addenda issued pursuant thereto. 
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Section Two:  GENERAL DESCRIPTION OF REQUIRED SERVICES 
 
Conduct an audit of the Town of Chester’s financial statements for year ending June 30, 
2022 through June 30, 2025 in accordance with auditing standards generally accepted in 
the United States.   The sealed proposal should include the auditing of the governmental 
activities, the major fund, and the aggregate remaining fund information, and to express an 
opinion on these financial statements based on the audit.   These services should include a 
consideration and opinion of the Town’s internal controls over the financial reporting. 
 
Complete the required New Hampshire Department of Revenue Form MS535 Annual Town 
Financial Report. 
 
Section Three:  ORGANIZATION AND CONTENT OF PROPOSAL 
 
Sealed proposals shall contain a straightforward, concise delineation of the Bidder's capability 
to satisfy the requirements of the Request for Proposal.  Each proposal shall be submitted in 
the requested format and include all pertinent information necessary to evaluate the 
submission. 
 
Proposal Contents: 
 
Bidders shall adhere to the following organization in the development and submission of the 
proposal: 
 

1. Identification of the Submitting Entity - State the name of the firm, mailing address, 
telephone number, facsimile number, email address and authorized individual to negotiate 
on behalf of the firm. 

 
2. Project Teams – Identify the project team members and their positions in the team.  Outline 

the responsibilities of each member.  Include any anticipated sub consultants within the 
project team.  Identify the experience and qualifications of the individual team members. 

 
3. References - Provide a list of past clients for which your firm has provided service of a similar 

nature.  For each reference include a contact name, phone number and address.  Briefly 
describe the service provided for each reference.  Include a minimum of two references and 
no more than four. 

 
Acceptance: 
 
Binding Offer - Each proposal shall be submitted with the understanding that the acceptance in 
writing of the Town of Chester of an offer to furnish the services described in the proposal shall 
constitute a contract between the Bidder and the Town of Chester which shall bind the Bidder to 
furnish and deliver the services in accordance with the conditions and specifications of said 
accepted proposal.  This shall not negate the option of the Town of Chester to further negotiate 
with the selected Bidder. 
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Right to accept or reject - The Town of Chester reserves the right to accept the proposal deemed 
to be in its best interest, or to reject any and all proposals.  The Town of Chester reserves the 
right to enter into a contract with any Bidder based solely upon the initial proposal or on the 
basis of the best and final offer without conducting interviews. 
 
Payment Schedule: 
 
When payment is due, the Bidder shall submit an invoice, clearly marked: 
 
Auditing Services, RFP 01-13-2022 
Town of Chester 
84 Chester Street 
Chester, NH 03036 
Attn:  Marianne Duffy, Finance Officer 
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