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October 27, 2010 
 
 
 Public Notice 
 
 
 
The City of Cottonwood, Arizona, is accepting sealed proposals for Transaction Privilege Tax 
Auditing Services for the City of Cottonwood.  Bids will be accepted until 3:00 p.m., November 
12, 2010 at the City Clerk’s Office, located at the Cottonwood City Hall, 827 North Main Street, 
Cottonwood, Arizona. 
 
Bids will be opened and read publicly at the Cottonwood Finance and Human Resources 
Building, 816 North Main Street, Cottonwood, Arizona, shortly after close of deadline for 
submittals. 
 
Proposal specifications and any additional information may be obtained from the City of 
Cottonwood Administrative Services General Manager, 816 North Main Street, Cottonwood, 
Arizona 86326, or by going on-line at www.cottonwoodaz.gov.  For questions, contact Jesus 
“Rudy” Rodriguez, Administrative Services General Manager, at (928) 634-0060 x202. 
 
The City of Cottonwood reserves the right to reject any and all proposals, and/or waive any 
informality in the proposal as deemed in the best interest of the City. 
 
 
 
______________________________ 
Marianne Jiménez 
City Clerk 
 
Publish Verde Independent: October 31 & November 7, 2010 

http://www.cottonwoodaz.gov/


 

CITY OF COTTONWOOD 
Request for Proposals

 
 
The City of Cottonwood (City) hereby solicits qualified and interested individual/firms 
(Proposer(s)) to submit proposals and qualifications for providing the City with Transaction 
Privilege Tax Auditing Services.  The intent of the City is to contract with a single 
individual/firm to provide all services as listed herein; however, the right is reserved by the 
City to award in part, in whole, or in any combination which, in the sole opinion of the City, 
is determined to be in the best interest of the City. 
 
 
1. GENERAL TERMS AND CONDITIONS OF THE REQUEST FOR PROPOSAL 
 
1.1 Submittals, in ten (10) copies, marked "Transaction Privilege Tax Auditing Services" will 

be received no later than 3:00 P.M., Local Time Prevailing, on November 12, 2010, at the: 
 

City Clerk’s Office 
827 North Main Street 

Cottonwood, Arizona 86326 
 
1.2 Should you decide to utilize an express delivery service, please note that we are located at the 

same address above.  Proposals will not be accepted via Fax machine or Internet E-mail. 
 
1.3 Mark the outside of envelope with “RFP - Transaction Privilege Tax Auditing Services." 
 
1.4 Please initial each page at the location indicated at the bottom.  Failure to do so may deem the 

proposal to be unresponsive. 
 
1.5 Time is of the essence and any proposal or addenda pertaining thereto received after the 

announced time and date for submittal, whether by mail or otherwise, will be rejected.  It is 
the sole responsibility of the Proposer to ensure that their proposals are stamped by City Clerk 
personnel before the deadline indicated in Section 1.1.  Proposals and/or any addenda 
pertaining thereto received after the announced time and date of receipt, by mail or otherwise, 
will be returned.  However, nothing in this RFP precludes the City from requesting additional 
information at any time during the procurement process. 

 
1.6 If you are an individual with a disability and require a reasonable accommodation, please 

notify the Finance Department at (928) 634-0060, three working days prior to need. 
 
1.7 Nothing herein is intended to exclude any responsible firm or in any way restrain or restrict 

competition.  On the contrary, all responsible firms are encouraged to submit proposals.  The 
City of Cottonwood reserves the right to award in part or in whole or to reject any or all 
proposals. 
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1.8 Any proposal submitted MUST include the Signature Sheet, which has been signed by an 
individual authorized to bind the Proposer.  All proposals submitted without such signature 
may be deemed non-responsive. 

 
1.9 RFP Process:  Proposers are to submit written proposals, which present the Proposer’s 

qualifications and understanding of the work to be performed.  The proposal should be 
prepared simply and economically and should provide all the information, which the Proposer 
considers pertinent to its qualifications for the services and which respond to the Scope of 
Services and Evaluation Criteria listed herein.  Emphasis should be placed on completeness of 
services offered and clarity of content.    To assist in the evaluation process, Proposers 
should limit their response to 3 single sided typed pages.  

 
1.10 If you desire not to respond to this proposal, please forward your acknowledgment of “NO 

PROPOSAL SUBMITTED” to the above address.  Failure to comply may be cause for 
removal of your company's name from any City vendor list. 

 
1.11 Minority Bidders:  The City of Cottonwood encourages all businesses, including minority-

owned and women-owned businesses to respond to all Invitations to Bid and/or Requests 
for Proposals. 

 
 
2. SELECTED TERMS AND CONDITIONS OF THE CONTRACT
 
2.1 Non-Appropriations:  The continuation of the terms, conditions, and provisions of this 

contract beyond the fiscal year is subject to approval and ratification by the Cottonwood City 
Council and appropriation by them of the necessary money to fund said contract for each 
succeeding year. 

 
2.2 Contract Termination:  This contract may be terminated by either party, without cause, 

upon 30 days written notice.  In the event of termination by the City, with or without cause, 
there shall be no penalty and the Proposer shall not be entitled to damages.  The Proposer 
shall only be entitled to any outstanding payment in accordance with the Contract.  

   
2.3  Insurance:  Before commencing the work, and as a condition precedent to payment for the 

work, the Proposer must provide the City, as additional insured,  with a copy of Commercial 
General Liability Certificate of Insurance in the minimal amount of $1,000,000 combined 
single limit for bodily injury and property damage per occurrence, with a $2,000,000 
aggregate.  Coverage must include broad form contractual, broad form property damage and 
personal injury, premises operation, and independent contractors and subcontractors coverage.  
Plus, there must be attached, a copy of the Certificate of Insurance on Auto Liability for all 
owned, non-owned and hired vehicles in the amount of $1,000,000 combined single limit for 
bodily injury and property damage per occurrence, with a $2,000,000 aggregate.  

 
 The Proposer and any subcontractors shall obtain and maintain the Insurance as specified at 

its expense for the duration of its work.  The policies evidencing required Insurance shall 
contain an endorsement to the effect that cancellation or any material change in polices 
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adversely affecting the interests of the City and in no event less than thirty (30) days after 
written notice thereof to the City.   

 
2.4  Term:  The contract will commence on January 01, 2011, for a three-year period ending 

December 31, 2013.  The City reserves the right to terminate the contract pursuant to Section 
2.2 above. 

 
3. SCOPE OF SERVICES
 
3.1 The auditor shall express an opinion on the true Transaction Privilege Tax (TPT) 

liability for each entity or individual audited. 
 
3.2 Auditor must be available to answer sales tax questions over the telephone when not in 

the office. 
 
3.3 Auditor must be available to provide sales tax support to finance and administration 

staff, as well as individuals and businesses. 
 
3.4 Statements:  Monthly statements must be forwarded to the following address properly 

itemized:  City of Cottonwood Accounts Payable, 816 North Main Street, Cottonwood, 
AZ  86326 

 
 
4.0 PROJECT / CONTRACT DESCRIPTION / PROPOSER QUALIFICATIONS
 
4.1 Term of Contract:  Any resulting contract shall become effective January 1, 2011 upon 

approval by City Council and shall be in effect for a period not to exceed three (3) years.  
The right is reserved to terminate the contract with a 30 day written notice as deemed to 
be in the best interest of the City.   

 
4.2  The Proposer shall possess the staff (if applicable), experience, equipment and abilities to 

successfully provide all needed services.  The Proposer, and all employees and agents of 
the Proposer, shall fully comply with all City, state, and federal laws and/or mandates 
applicable to the services to be furnished. 

 
1. Must have a minimum of a bachelor’s degree in accounting, finance, business or 

related field from an accredited university. 
 

2. Must be a Certified Public Accountant in Arizona and in good standing. 
 
3. Should have five years experience in Transaction Privilege Tax (TPT) audit and 

review, and at least 3 years of experience in Municipal TPT audit and review 
 
4. Must provide own transportation to and from audit sites. 
 

  4 Initials _____ 



 

4.3 Insurance specifications:  The Proposer shall carry and maintain insurance in the limits 
and with all requirements listed below: 

 
 The Proposer shall carry Commercial General Liability Insurance in the amount 

specified below, including the contractual liability assumed by the Proposer, and shall 
deliver Certificate of Insurance from carriers acceptable to the Localities specifying such 
limits, with The City of Cottonwood named as an additional insured.  In addition, the 
insurer shall agree to give each respective local government 30 days notice of its 
decision to cancel coverage. 

 
 1. Workmen’s Compensation and Employer’s Liability: 

Limits of Liability:  Coverage must be in accordance with the laws of The State 
of Arizona in which the service is to be performed, but the employer’s liability 
limits of at least $100,000 each occurrence. 
   

 2. Automobile Liability, including Owned, Non-Owned and Hired Car Coverage: 
    Limits of Liability:  Single Limit:   $1,000,000 each occurrence 
        Aggregate   $2,000,000 
 

 3. Comprehensive General Liability (CGL): 
    Limits of Liability:   Single Limit:   $1,000,000 each occurrence 
    Bodily Injury or Death  Aggregate   $2,000,000 

    
 Contractual Liability covers the following indemnity agreement: 

The Proposer shall indemnify and hold harmless the City against and from all liability, 
claims, damages and costs, including attorney fees of every kind and nature and 
attributable to bodily injury, sickness, disease or death or to damage or destruction of 
property resulting from or in any manner arising out of or in connection with the service 
and the performance of the work under this contract. 

 
 
5. RESPONSIBILITIES
 
5.1 The City shall: 
 
 1. Provide to Proposer all information in possession of the City which relates to the 

City’s requirements for the services or which is relevant to the contract. 
 
 2. Examine all reports, analysis, studies, tests, results, proposals and any other 

documents presented by the Proposer. 
 
 3. Designate a person to act as the City’s representative with respect to the services to 

be performed under any resulting contract.  Such person shall have the authority to 
transmit instructions, receive information, interpret and define locality policy and 
decisions pertaining to Proposer’s services. 
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5.2 The Proposer shall provide: 
 

1. A statement of its understanding of the work, descriptions of the audit approach 
and the procedures to be employed. 

 
2. An hourly rate schedule to be charged by all individuals involved for performing 

the audits.  Also indicate the anticipated level of hourly rates to be charged over 
the next two years. 

 
3.  Include any additional out-of-pocket expenses.  
 
4. Biographies, including experience, of the individuals who will be assigned to the 

audits, and relevant experience of each individual who may be assigned.  This 
would include your experience with performing audits under the Model Tax Code 
as adopted by League of Arizona Cities and Towns. 

 
5. Names, addresses and telephone numbers of persons who may be contacted for 

references (minimum of 3 requested).  Please direct your references to services 
you perform for providing audits under the model tax code. 

 
 

6. AUDITING STANDARDS TO BE FOLLOWED
 
6.1 Audits shall be performed in accordance with generally accepted auditing standards and 

determine compliance with the City of Cottonwood Model Tax Code. 
 
 
7. SPECIFIC TERMS AND CONDITIONS OF THE REQUEST FOR PROPOSAL 
 
7.1 EVALUATION CRITERIA   
 
7.1.1 These criteria are to be utilized in the evaluation of qualifications for development of the 

shortlist of those Proposers to be considered for interviews and/or potential negotiations.  
Proposers are required to address each evaluation criteria in the order listed and to be 
specific in presenting their qualifications. 

 
  1. Experience/qualifications of Proposer.  Proposer’s proposed staff, if any, 

experience with contracts for services similar in scope.  (20 points) 
 
  2. Capabilities, features, etc., of the proposed services and the degree to which the 

proposed service meets the needs of the City.  The Proposer’s understanding of 
the scope of services and its approach to providing the Services.  (10 points) 

 
  3. Overall quality of response.  (Quality of services, goods, professional 

reputation, etc.)  (10 points) 
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  4. References of only similar contracts.  The Proposer must have a demonstrated 
history of reliable and dependable service as evidenced by third party 
references.  (10 points) 

 
  5. Cost. (50 points) 
 
 
7.2 SELECTION PROCEDURE 
 
7.2.1 Selection shall be made on the basis of the factors stated in section 7.1 Evaluation 

Criteria of this Request for Proposal.  The City shall select the Proposer who, in its 
opinion, has made the best proposal and award the contract to that Proposer, upon 
approval by the City Council.   

 
7.3 REFERENCES 
 
7.3.1 All Proposers shall include a list of a minimum of three references, from similar projects 

only, who could attest to the individual/firm’s knowledge, quality of work, timeliness, 
diligence, flexibility, and ability to meet budget constraints.  Include business names, 
contact persons, and phone numbers of all references. 

 
7.3.2 References may or may not be reviewed or contacted at the discretion of the City.  

Typically, only references of the top ranked short-listed Proposer or Proposers are 
contacted.  The City reserves the right to contact references other than, and/or in addition 
to, those furnished by a Proposer. 

 
7.4 BASIS FOR AWARD 
 
7.4.1 Information and/or factors gathered during interviews, negotiations and any reference 

checks, in addition to the evaluation criteria stated in the RFP, and any other information 
or factors deemed relevant by the City, shall be utilized in the final award. 

 
7.5 NO CONTACT POLICY 
 
7.5.1 After the date and time established for receipt of proposals by the City, any contact 

initiated by any Proposer with any City representative, other than the Finance 
Department representative listed herein, concerning this request for proposals is 
prohibited.  Any such unauthorized contact may cause the disqualification of the 
Proposer from this procurement transaction. 

 
7.6 FURTHER INFORMATION 
 
7.6.1 Any questions which arise as a result of this Request for Proposal may be addressed to 

Jesus “Rudy” Rodriguez, CGFM, Administrative Services General Manager, (928) 634-
0060, ext. 202 or by Internet E-mail to rrodriguez@cottonwoodaz.gov. 
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 SIGNATURE SHEET
 
My signature certifies that the proposal as submitted complies with all Terms and Conditions as 
set forth in this RFP. 
 
My signature also certifies that the accompanying proposal is not the result of, or affected by, 
any unlawful act of collusion with another person or company engaged in the same line of 
business or commerce, or any act of fraud punishable by law.   
 
My signature also certifies that this firm has no business or personal relationships with any other 
companies or persons that could be considered as a conflict of interest or potential conflict of 
interest to the City of Cottonwood, and that there are no principals, officers, agents, employees, 
or representatives of this firm that have any business or personal relationships with any other 
companies or persons that could be considered as a conflict of interest or a potential conflict of 
interest to the City of Cottonwood, pertaining to any and all work or services to be performed as 
a result of this request and any resulting contract with the City of Cottonwood. 
 
I hereby certify that I am authorized to sign as a Representative for the Firm: 
 
 
Complete Legal Name of Firm:  __________________________________________________ 
 
Remit to Address:  _____________________________________________________________ 
 
                    
______________________________________________________________________________ 
 
Fed ID No.:  ___________________________________________________________________ 
 
Signature:  ____________________________________________________________________ 
 
Name (type/print):  _____________________________________________________________ 
 
Title:  ________________________________________________________________________ 
 
Telephone:  (_____)____________________   Fax No.:   (_____)________________________ 
         
E-mail _______________________________________________________________________ 
 
Date:  ____________________________ 
 
To receive consideration for award, this signature sheet must be returned to the City Clerk as part 
of your response. 
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	    Bodily Injury or Death  Aggregate   $2,000,000

