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REQUEST FOR QUALIFICATIONS 

The Montgomery Central Appraisal District (“District”) is requesting qualifications for the audit of 
its financial reports for the calendar year ending December 31, 2021 plus optional annual renewal of a 
contract for audit services for a maximum of four additional years. Qualifications are to be submitted in 
accordance with this request and the accompanying instructions to Proposers. 

 SUBMISSION AND OPENING OF QUALIFICATIONS:  All requests for qualifications must be 
delivered (1) in person, (2) by first class United States mail, certified return receipt requested, or (3) 
receipted overnight delivery service.  Request for qualifications received by any other means of delivery 
are invalid and will not receive consideration.  All documents required to be submitted as set forth in the 
request for qualifications and in the instructions to proposers shall be enclosed in a sealed envelope, 
marked “Auditor Qualifications”, addressed as specified below and identified as a request for auditing 
services.  All request for qualifications must be delivered to the District at the following address: 

Attn:  Auditor Qualifications  
Montgomery Central Appraisal District 

  109 Gladstell 
  Conroe, Texas  77301 
 

Attn:  Auditor Qualifications  
Montgomery Central Appraisal District 

  PO Box 2233 
  Conroe, Texas  77305 
   
Qualifications will be received by the District until 2:00 p.m., Central Daylight Time, on Thursday, August 
19, 2021. At such time, all request for qualifications timely received shall be publicly opened and read 
aloud.  Each Proposer shall assume full responsibility for timely delivery of its request for qualifications to 
the location designated for receipt of qualifications.  Qualifications received after the date and time will 
not be considered and will be filed unopened. 

 ACCEPTANCE AND/OR REJECTION OF QUALIFICATIONS.  The Board of Directors of the 
Montgomery Central Appraisal District may reject any and/or all requests for qualifications, and waive 
any informalities in qualifications.  The Board of Directors intends to award a contract for audit services 
to the responsible proposer whose qualifications are determined to be the most advantageous to the 
District considering the evaluation criteria specified.   In determining to whom to award a contract for 
audit services, the Board of Directors may consider all relevant factors and circumstances which the law 
allows to be considered. 

  



 

 SCHEDULE OF QUALIFICATION DOCUMENTS.   

The qualification documents are as follows: 

a. Request for Qualifications 
b. Instructions to Proposers 
c. Qualification Form (with attached Schedules) 
d. General Conditions and Specifications 

  



I. INSTRUCTIONS TO PROPOSERS 
 

1. QUALIFICATION DOCUMENTS:  The qualification documents shall include the Request for 
Qualifications, these Instructions to Proposers, the qualification form (including all Schedules thereto), 
the General Conditions and Specifications, and any other forms referred to herein.   

2. INTERPRETATIONS AND CHANGES:  Each Proposer shall carefully study and compare the 
qualification documents with one another; and promptly report to the District any suspected errors, 
inconsistencies or ambiguities.  Proposers may examine the District’s financial records by appointment by 
contacting the Director of Accounting, at (936) 756-3354.  Proposers may only request clarification or 
interpretation of qualification documents in writing, which request must be received by the District at 
least ten (10) calendar days prior to the last date for submission of requests for qualifications. 

Interpretations, corrections, and/or changes of or to the Request for Qualification Documents will 
be made by written Addendum issued by the District.  Any interpretations, corrections or changes of or 
to the request for qualification documents made in any other manner will not be binding upon the District, 
and Proposers may not rely thereon.  Addenda must be delivered by first-class United States mail, certified 
return receipt requested, to all persons known by the District to have received a complete set of the 
request for qualification documents, and will be mailed to each Proposer at the address furnished by such 
Proposer to the District for such purposes.  In addition, copies of Addenda will be made available for 
inspection at the District’s office.  No Addenda will be issued later than three (3) calendar days prior to 
the last date for submission of request for qualifications, except an Addendum withdrawing the request 
for qualifications or which includes postponement of the date for receipt of qualifications.  Each Proposer 
shall acknowledge the receipt of all Addenda issued in its qualifications.  Failure of a Proposer to receive 
any such Addenda shall not relieve the Proposer from any obligation under its request for qualifications 
as submitted.  All Addenda so issued shall become a part of the qualification documents. 

3. FORM OF QUALIFICATION:  Request for Qualifications shall be submitted on the 
prescribed form included in the request for qualification documents.  All blanks on the form shall be 
completed, in ink or typewritten, with sums expressed in both words and figures.  In case of discrepancy 
between the words and the figures, the amount written in words shall govern. Each copy of the form shall 
include the legal name of the Proposer and shall indicate whether the Proposer is a sole proprietor, 
partnership, corporation or other legal entity.  Each copy of the request for qualifications form shall be 
signed by the person or persons legally authorized to obligate the Proposer.  A request for qualifications 
by a corporation or other entity shall include the state of incorporation or organization of the Proposer, 
evidence of registration to do business in Texas and reasonable evidence of the authority of the person 
signing the request for qualifications to obligate the corporation or other entity.  Each Proposer shall 
complete, execute and deliver (as applicable) with its qualification the following: 

 



(a) FINANCIAL INTERESTS:  Proposers will certify to the District any known financial 
interest of any member of the Board of Directors or District Staff with the Proposer, identified on 
and attached as Schedule 1.   Proposers will also need file Form 1295 with the Texas Ethics 
Commission prior to submitting the request for qualifications.  You may fill this form out on line 
at https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm. 

(b) REFERENCES:   At least four (4) references from business organizations to whom 
the Proposer has provided audit services within the last three (3) years, similar to the type 
specified herein.  The references shall include the company name, address, contact person, 
telephone and e-mail address. 

(c) SUBMISSION:  By submitting a request for qualifications, the Proposer warrants 
and represents to the District that (i) the Proposer has prior experience or similar type, nature 
and class as the district; (ii) the Proposer has read and understands the qualification documents; 
(iii) the request for qualifications is made in accordance with the qualification documents; and (iv) 
the Proposer has satisfied itself as to the nature and scope of the work and other items which 
may in any way affect the performance of the services. 

4. MODIFICATION AND WITHDRAWAL OF REQUEST FOR QUALIFICAITONS:  Prior to the last 
date specified for submission of requests, the request of qualifications may be modified or withdrawn by 
notice to the District at the place designated for receipt of qualifications.  Such notice shall be in writing 
and executed by the Proposer or other similar electronic means.  Any request for qualifications withdrawn 
may be resubmitted within the time designated for the submission of request for qualifications.  Except 
as expressly provided herein, no submitted request for qualifications may be modified, withdrawn, 
revoked or cancelled by a Proposer for a period of sixty (60) days after the last date specified for receipt 
of the qualifications. 

5. ACCEPTANCE AND/OR REJECTION OF REQUEST FOR QUALIFICATIONS:  The District may 
request from a Proposer a written interpretation of any term or statement in the request for qualifications 
that is or appears unclear or subject to more than one interpretation, and may act upon such written 
interpretation.  The District shall have the right to reject all requests for qualifications; to reject a request 
for qualifications not accompanied by the required documents; to reject a qualification which is in any 
way incomplete, irregular, or nonconforming; or to reject a qualification which may otherwise be legally 
rejected for any reason.   

Unless the District rejects all request of qualifications, the District intends to award a contract for 
audit services to the responsible proposer whose RFQ is determined to be the most advantageous to the 
District considering the evaluation criteria specified. The District may consider all relevant factors and 
circumstances which the law allows to be considered in determining to whom to award the contract. 

  

  



The following criteria and point system will be used by the District in evaluating RFQ: 

A. Experience with governmental financial statements – 30 points 
B. Relevant experience of personnel assigned to this engagement – 20 points 
C. Client reference reviews – 15 points 
D. Prior experience with appraisal districts – 25 points 
E. Estimated Cost of the Audit – 10 points 

 

Each Proposer shall furnish to the District all such information and data reasonably requested by 
the District to help it in determining the Proposer’s qualifications.  A recommendation for consideration 
by the Board of Directors will be made by the District staff as soon as practical.   

The District appreciates the time and effort required to submit a request for qualifications.  
However, the District shall not be liable for any costs incurred by any Proposer in preparing the request 
for qualifications.  Each Proposer hereby waives to the fullest extent permitted by law all claims against 
the District for any expenses incurred in connection with the preparation and submission of any request 
for qualifications. 

6. AWARD OF CONTRACT:  Time is of the essence, and the award of a contract to the 
successful Proposer is expressly conditioned upon (i) the Proposer’s delivery of an executed Engagement 
Letter approved by District legal counsel within ten (10) calendar days after the successful Proposer is 
notified of the acceptance of its RFQ by the Board of Directors, and (ii) the Proposer’s timely fulfillment 
of any and all other conditions expressly set forth in the request for qualification documents.  Should the 
Proposer fail to timely deliver an executed Engagement Letter approved by the District legal counsel, or 
fail to timely fulfill any other conditions to the request for qualification documents and the 
commencement of the work, the Board of Directors may, at its option and discretion, without releasing, 
impairing or affecting its right to receive the RFQ security, if any, rescind the award and thereafter award 
a contract for the audit services to another Proposer or Proposers, or may reject all RFQ.   Each Proposer 
shall include in its request for qualifications for the audit services a form of engagement letter or contract 
for the audit services.  

  



II. Introduction 

A. General Information 
MCAD is currently seeking request for qualifications for the audit of its financial reports 
for the calendar year ending December 31, 2021, with an option for the successful 
Proposer to provide such audit services for a maximum of four additional years.  The 
scope of the audit should include an examination of and an auditor’s report on MCAD’s 
financial statements or other fiscal documents in accordance with generally accepted 
auditing standards. 

B. Background Information 

1. The MCAD is a political subdivision of the State of Texas, having been established 
under the Texas Property Tax Code by the Texas Legislature in 1979.  MCAD is responsible 
for the appraisal of and arriving at fair market values for property subject to ad valorem 
taxation in Montgomery County.  MCAD is governed by a six-member Board of Directors 
(who serves two-year terms) is appointed from the different taxing entities by way of 
allocation calculated using the entities’ tax levies.  The Board of Directors appoints a Chief 
Appraiser who serves as the district’s chief administrator. 

2. Section 6.063 of the Property Tax Code requires that, “at least once each year, 
the board of directors of an appraisal district shall have prepared an audit of its affairs by 
an independent certified public accountant or a firm of independent certified public 
accountants.” 

3. MCAD maintains one general fund for all district activities. 

III. Request for Qualifications  

A. Scope of Work: 
MCAD is requesting qualifications for the audit of its financial reports for the calendar 
year ending December 31, 2021 plus an option for the successful Proposer to provide such 
audit services for a maximum of four additional years for the purpose of expressing an 
opinion on the financial statements of the District. 



B. Basic Services 

1. The financial audit will be performed in accordance with Generally Accepted 
Auditing Standards (GAAS), and accordingly, shall include such tests of the accounting 
records and other auditing procedures as necessary. 

2. The auditor must require all personnel to adhere to the independence rules, 
regulations, interpretations, and rulings of the American Institute of Certified Public 
Accountants (AICPA), the Financial Accounting Standards Board (FASB), the 
Governmental Accounting Standards Board (GASB), the Texas State Board of Public 
Accountancy, and Texas State Statutes. 

3. The auditor will report to the Chief Appraiser and provide continual updates as to 
the progress of the audit. 

4. The auditor shall promptly report to the Chief Appraiser any conditions, 
transactions, situations, or circumstances encountered which would impede or impair the 
proper conduct of the audit or which would seem to warrant a special investigation or 
report in more detail than that which is necessary to perform the scope of services 
required in this request for qualifications. 

5. The auditor shall determine and issue an opinion on whether the financial 
statements present fairly the financial position of MCAD as of December 31, 2021, and 
the results of its operations for the year then ended, in conformity with generally 
accepted accounting principles applied on a basis consistent with that of the preceding 
year. 

6. The auditor shall determine and issue an opinion on whether the following 
systems are in substantial compliance with appropriate accounting and control standards: 

a. Investments (if any), 
b. Accounts payable processing, 
c. Payroll, 
d. Petty cash, 
e. Cash receipts processing, 
f. Billing and accounts receivable processing, 
g. Contractual liabilities, and 
h. Fixed assets 



7. The auditor will prepare a management recommendation letter as required by 
the Codification of Statements on Auditing Standards (S.A.S.), AU Section 323.  Prior to 
issuance, the auditor shall review the proposed draft letter in its entirety with the chief 
appraiser. 

8. The auditor will be expected to make a presentation(s) to the board of directors 
as deemed appropriate. 

9. The auditor shall maintain and guarantee access to all work papers (i.e. flow 
charts, audit memoranda, reports, financial statements, schedules, etc.) for a minimum 
of three years following the issuance of the related audit report.  Work papers will be 
made available, upon reasonable notice, for examination by authorized representatives 
of the district and cognizant federal and state audit agencies. 

IV. Request for Qualifications & Evaluation 
In order to simplify the review process and to obtain the maximum degree of comparability, 
request for qualifications must be organized in the manner stated below: 

1. Title Page 
State the RFQ subject, the name of the proposer’s firm, local address, telephone 
number, name of the contact person, and the date.  This may be the qualification 
response sheet, which is required as part of the package. 

2. Table of Contents 
Include a clear identification of the material by section and page number. 

3. Letter of Transmittal (Please limit to one or two pages) 
a. Briefly state the proposer’s understanding of the services to be performed 

and make a positive commitment to perform the services within the indicated 
time periods. 

b. State for the calendar year covered by this RFQ, and subsequence years, the 
proposed estimated fee for which the services requested will be performed. 

c. State the name of the persons who will be authorized to make 
representations for the proposer, their titles, addresses and telephone 
numbers. 

d. State that the person signing the transmittal letter is authorized to legally 
bind the proposer and that the proposer can and will comply with the 
requirements and arrangements set forth in the General Conditions of this 
RFQ. 



4. Profile of the Proposer 
a. State whether the firm is local, regional, national, or international. 
b. State the physical location of the office from which the services will be 

performed and the number of partners, managers, supervisors, seniors, and 
other professional staff employed at that location. 

c. Describe the local office’s capability to audit computerized systems, including 
the number and classifications of personnel skilled in computer applications 
who will work on the audit. 

d. Proposers are required to submit a biographical or historical sketch of their 
firm that must show past performance indicating the ability to perform the 
services being proposed. 

5. Proposer’s Qualifications 
a. Identify the audit management team (seniors, managers, consultants, and 

partners) who will perform the audit including a brief bio on each person. 
b. Affirm that the proposer will assign directly to the engagement a partner-in-

charge and at least one audit manager who have managed CAFR audit 
engagements. 

c. Personnel essential to the continuity and successful and timely completion of 
the audit must be available throughout the audit performance periods. 

6. Proposer’s Approach to the Examination 
Submit a work plan which clearly describes the audit philosophy and approach 
that will be used to meet the required audit needs of the District.  Required 
assertions are as follows: 
a. State that the primary purpose of the examination is to express an opinion 

on the individual financial statements and supplementary information in 
accordance with the Audit and Accounting Guide:  State and Local 
Governments – Audit and Accounting Guide, and that such an examination is 
subject to the inherent risk that errors and irregularities may not be detected. 

b. State that if conditions are discovered which lead to the belief that material 
errors, defalcations, or other irregularities may exist, or if any other 
circumstances are encountered that require extended services, the auditor 
shall promptly advise the chief appraiser. 

c. State that no additional or extended services will be performed unless they 
are authorized by written notice signed by the chief appraiser. 

7. Fees 
A clear statement of the estimated cost of services shall be made. 

8. Additional Data 
The preceding sections are to contain only data that is specifically requested.  Any 
additional information considered essential to this request should be included in 



this section.  If there is no additional information to present, state “There is no 
additional information we wish to present.” 

  



QUALIFICATION FORM 
 

QUALIFICATION OF: 

Name of Proposer           

 

TO: Montgomery Central Appraisal District 
 109 Gladstell 
 Conroe, Texas 77301 
 

Montgomery Central Appraisal District 
 PO Box 2233 
 Conroe, Texas 77305 
 

FOR: Audit Services 
  

The Proposer named herein (“Proposer”), in compliance with the Request for Qualifications and 
Instructions to Proposers for Audit Services for the Montgomery Central Appraisal District, Conroe, Texas 
(“District”), having carefully examined the Request for Qualification Documents (as such term is defined 
in the Instructions to Proposers), hereby offers to provide audit services (“Services”) in connection with 
the Montgomery Central Appraisal District’s financial reports in accordance with the qualification 
documents, for the time set forth herein.  The Proposer fully understands the intent and purpose of the 
qualification documents and the conditions of proposing as set forth herein and in the Request for 
Qualifications and the Instructions to Proposers.  The Proposer hereby covenants and agrees that claims 
for additional compensation or extensions of time because of Proposer’s failure to familiarize itself with 
the qualification documents or any condition of the project records which might affect the performance 
of the services will not be allowed. 

 

1. Hours of Performance:  The services at the District shall be performed between the hours 
of 8:00 a.m. and 5:00 p.m. within the normal five-day week observed by the District. 

 2. Representations:  By execution and submission of this Request for Qualifications, the 
Proposer hereby represents and warrants to the District as follows: 

(a) The Proposer has prior experience on audit services of the same or similar type, 
nature and class as the work for this project. 



(b) The Proposer has read and understands the qualification documents and this 
request is made in accordance with the Request for Qualification Documents. 

(c) The Proposer has satisfied itself as to the nature and location of the work and the 
character, quality, quantities, materials and difficulties to be encountered; the kind and extent of 
equipment and other facilities needed for the performance of the work; the general and local 
conditions and other items which may in any way affect the performance of the services; and the 
Proposer has correlated the Proposer’s observations with the requirements of the qualification 
documents.  The Proposer understands and accepts the difficulties and costs associated with the 
services and the project site and costs associated therewith and have included such 
considerations in its work schedule. 

 (d) Proposers will certify to the District any known financial interest of any 
member of the Board of Directors or District Staff, identified on and attached to the Bid Form as 
Schedule 1.  Proposers will also need file Form 1295 with the Texas Ethics Commission prior to 
submitting the request for qualifications.  You may fill this form out on line at 
https://www.ethics.state.tx.us/whatsnew/elf_info_form1295.htm. 

 

3. SCHEDULES:  The following schedules are attached to this form and incorporated herein: 

  Schedule 1: Financial Interest Disclosure 
  Schedule 2: References  

Schedule 3: Legal Compliance Disclosure 
   

PROPOSER: 

Firm:                        

    Signed By:       

    Printed Name:       

    Title:              

    Address:         

    City, State, Zip:    _______  

    Phone#:         

    Email: _________________________________________  

Date:        



SCHEDULE 1 

FINANCIAL INTEREST DISCLOSURE 

Proposers will acknowledge any financial interest with any person(s) on the following list of Board of 
Directors and District staff members. 

 

Mr. Adam Simmons    Mr. Bruce Tough 
Member     Member 
 

Mr. Barry Blanton    Mrs. Peggy Hausman 
Member     Member 
 

Mr. Bonar Luzey, II    Mrs. Tammy McRae   
Member     Member – Non Voting 
 

Mr. Tony Belinoski    Mr. Ernest Butler 
Chief Appraiser     Deputy Chief Appraiser 
 

Mrs. Sherry Hunter    Mrs. Lisa Kurzy 
Deputy Chief Appraiser    Director of Accounting 
 
 
Mrs. Janet Hoffman 
Administrative Assistant 
 

       
 

Signed Acknowledgement: 

Signature:  __________________________________________  

Print Name and Title:  _________________________________  

 

 



 

 

SCHEDULE 2 

REFERENCES 

 

1. Company Name:         ________ 
 Contact Person:         ________ 
 Address:          ________ 
 Telephone No.:         ________ 
 E-Mail:            
 Year(s) Performed:         ________ 
 

 

2. Company Name:         ________ 
 Contact Person:         ________ 
 Address:          ________ 
 Telephone No.:         ________ 
 E-Mail:            
 Year(s) Performed:         ________ 
 

 

3. Company Name:         ________ 
 Contact Person:         ________ 
 Address:          ________ 
 Telephone No.:         ________ 
 E-Mail:            
 Year(s) Performed:         ________ 
 

 

4. Company Name:         ________ 
 Contact Person:         ________ 
 Address:          ________ 
 Telephone No.:         ________ 
 E-Mail:            
 Year(s) Performed:         ________ 
 

  



SCHEDULE 3 

Legal Compliance Disclosure 

 

The Montgomery Central Appraisal District is a political subdivision of the State of Texas established in 

1981 by the Texas Legislature to administer the property tax appraisal for all taxing units in 

Montgomery County.  [See TEX. TAX. CODE ANN. Section 6.01 (Vernon 1982).  The Constitutional 

authority for the legislature's actions is found in TEX. CONST. Art. 8 Section 18. The Appraisal District 

derives its operating funds from the approximately 150 taxing units of Montgomery County that it 

serves.  Should your proposal be accepted you must be in compliance with the following: 

 TEX. GOV'T CODE ANN. § 2270 , a Texas governmental entity may not enter into a contract 

with a company for goods or services unless the contract contains a written verification 

from the company that it: (1) does not boycott Israel; and (2) will not boycott Israel during 

the term of the contract and   

 Chapter 2252 of the Texas Government Code -  a Texas governmental entity may not enter 

into a contract with a company engaged in active business operations with Sudan, Iran, or 

a foreign terrorist organization – specifically, any company identified on a list prepared 

and maintained by the Texas Comptroller under Texas Government Code 806.051, 

807.051, or 2252.153. 

 By submitting a response, Contractor represents that it is not in arrears in the payment of 

any ad valorem and / or sales taxes due and owing to Montgomery County, Texas or any 

taxing unit within its boundaries. 

 

Signed Acknowledgement: 

Signature:  __________________________________________  

Print Name and Title:  _________________________________  

 



REQUEST FOR QUALIFICATIONS SCHEDULE 

 

Date Function 
July 19, 2021 Issue Request for Qualifications 
August 19, 2021 @ 2:00 p.m. Deadline for submission of RFQ 
August 19, 2021 @ 2:00 p.m. Public opening of RFQ 
September 23, 2021 Board consideration of award of contract (anticipated date) and vote 

to approve 
September 2021 Engagement letter signed by Chief Appraiser 
March - May, 2022 Proposed work commences 

 

 

  



NOTICE OF DECLINATION 

 

If you should choose not to submit a request for qualifications, please note below the reason in order 
that we may continue to improve on our process and to encourage participation from all prospective 
vendors. 

 

 __________________Unable to meet deadline date 

 __________________Bid Specification too restrictive 

 __________________Unable to provide requested services or equipment 

 __________________Other (Please Explain) 

 

 

 

Please return to Director of Accounting for the Montgomery Central Appraisal District, 109 Gladstell, 
Conroe, TX 77301 or PO Box 2233, Conroe, TX 77305. 

 


