REQUEST FOR QUALIFICATIONS (RFQ)

Town of Esto, Florida

BOOKKEEPING & ACCOUNTING SERVICES

RFQ No. 2026-004
Issued: January 02, 2026

1. INTRODUCTION

The Town of Esto, Florida (the “Town”) is soliciting Statements of Qualifications from experienced
bookkeepers and certified accounting firms to provide ongoing financial oversight, periodic review of
the Town’s accounting records, and year-end preparation of financial statements required for the
annual audit.

The Town maintains its financial records using QuickBooks Desktop Pro and follows governmental
fund-based accounting practices appropriate for a small municipality. The selected firm will work
closely with the Town Clerk and Town Council to ensure accuracy, transparency, and compliance with
state requirements.

2. SCOPE OF SERVICES

The selected firm will provide as-needed and periodic accounting support, which may include (but is
not limited to):

A. Periodic Review of Town Books
e Conduct monthly or quarterly reviews of all financial transactions.
e Verify accuracy of revenue and expense classifications.
e Review bank reconciliations and provide recommendations or corrections as needed.
e Identify discrepancies or areas of concern and advise the Town Clerk and/or Town Council.

B. Year-End Financial Preparation
e Prepare end-of-year adjusting entries.
e Reconcile all accounts for audit readiness.
e Assist in preparing schedules, statements, and supporting documentation required by the
Town’s independent auditor.

C. Annual Financial Report (AFR)
e Prepare and submit the State of Florida Annual Financial Report (AFR) to the Department of
Financial Services in accordance with statutory deadlines.
¢ Maintain communication with DFS as necessary.



D. Additional Services (As Needed)
e Assist with internal control recommendations.
e Provide guidance or training to staff related to financial procedures.
¢ Answer finance-related questions from the Town Council as requested.

3. QUALIFICATIONS

Respondents should demonstrate:

o Experience providing bookkeeping or accounting services to municipalities, special districts, or
nonprofit/governmental entities.

e Knowledge of Florida governmental accounting standards (GASB, Uniform Chart of Accounts,
etc.).

e Ability to prepare AFR filings.

e Familiarity with QuickBooks Desktop (preferred) or similar systems.

e Strong professional references from similar clients.

Firms or individuals must be properly licensed to perform accounting services in the State of Florida,
where applicable.

4. SUBMISSION REQUIREMENTS

Each firm shall submit one (1) digital copy or one (1) sealed paper copy containing the following:
1. Cover Letter including the firm’s interest, contact information, and primary contact.
2. Qualifications & Experience describing relevant experience with municipal or governmental

clients.

Key Personnel who will be assigned to the Town, including bios or résumés.

4. Scope of Services Proposal describing how the firm will carry out the periodic reviews and year-
end preparation.

5. Proposed Fee Structure for routine services (monthly/quarterly reviews, AFR preparation, year-
end work) and any hourly rates for additional services.

6. References from at least three (3) similar engagements.

7. Proof of Required Licensure (if applicable).

w

5. EVALUATION CRITERIA

Submissions will be evaluated by the Town Council based on the following:
e Relevant municipal/governmental accounting experience
e Qualifications and experience of assigned personnel
e Understanding of the Town’s needs and proposed approach
o Cost-effectiveness of proposed fee structure
o References and past performance

The Town may invite firms for interviews or request additional information prior to making a selection.



6. SELECTION PROCESS

This RFQ is for qualifications-based selection. The Town will evaluate proposals, rank the most qualified
firms, and enter into negotiations with the top-ranked respondent. If the Town and top-ranked firm
are unable to agree on terms, the Town may negotiate with the next-ranked firm.

The Town reserves the right to reject any or all submissions, waive informalities, or re-advertise this
RFQ.

7. SUBMISSION DEADLINE
Statements of Qualifications are due no later than: February 02, 2026 at 12:00 PM (Noon) Central Time

Submissions may be delivered to:

Town of Esto — Town Hall

Attn: Town Clerk

3312 2nd Avenue South

Bonifay, FL 32425

Email submissions accepted at: townclerk@estoflorida.com

Late submissions will not be considered.

8. QUESTIONS

Questions regarding this RFQ must be submitted in writing to the Town Clerk at
townclerk@estoflorida.com no later than January 13, 2026.

9. PUBLIC RECORDS NOTICE

All submissions received by the Town are public records under Chapter 119, Florida Statutes, and will
be made available upon request, except for financial or proprietary information exempt by law.

10. AGREEMENT

The successful firm will enter into a written Professional Services Agreement with the Town of Esto
outlining the scope, compensation, and responsibilities of both parties.



