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In today’s competitive environment it is critical to articulate your firm’s commitment to quality work and the unique experience and expertise you and your team members bring to an engagement.  Clients will pay reasonable fees for quality and valuable service so it’s important to demonstrate audit quality as your competitive edge.  Below outlines key components to include in your proposals.  The sample wording below can be customized and integrated into your proposal templates to make for a stronger impression with potential clients.  
· Clearly set out the nature, scope, steps and resources in order to complete the engagement. Consider including: 

[Firm Name] is dedicated to developing an engagement plan tailored to [Client Name’s] unique needs. Below, we present our understanding of the services to be performed.  
· [Service] 
Stage

Timing

Resources
xxx

xxx

xxxx
xxx

xxx

xxx
xxx

xxx

xxx

· Stage = Steps you need to take in order to complete the engagement 

· Timing = Completion date and interim deadlines (if any) for stages of the engagement; Timing of regular status and progress updates as well as client communication methods to address issues that may arise between status updates. 
· Resources = Staff assigned to the engagement, non-monetary resources (e.g., staff time), if any, the client will devote to the engagement.  Also, outside resources, if any, you anticipate having to call upon (do your homework as to outside fees that may be incurred and be VERY clear with the client and in your proposal regarding this issue)

· Discuss your firm’s approach to audit quality

When [Firm Name] performs an audit, a critical step is understanding our client’s operations and the unique factors which differentiate your company.  We develop a thorough understanding of our client’s activities, operating systems, personnel and special needs.  We use this information to plan a complete but efficient audit; areas which require more attention are identified and unnecessary or redundant procedures are eliminated. We have tailored our audit approach based on our advanced understanding of [industry], audit requirements and [Client Name’s] unique needs.
· Consider providing a visual depiction of your firm’s processes in carrying out the particular engagement
[Firm Name] is proud of its reputation of providing clients with high quality services.  We monitor our system of quality control continuously throughout the year and subject our audit and accounting policies and procedures to an independent outside review (referred to as a peer review) every three years as required by our membership in the American Institute of Certified Public Accountants.  [Firm Name’s] system of quality control is based on the AICPA’s quality control standards.  
· Discuss your firm’s approach to communication and expectations of the client

In order to meet and exceed your expectations, we are diligent about maintaining open communication throughout the entire engagement.  In our experience, this results in a more effective engagement.  Our approach depends on the timely response and assistance of [client] personnel.  This cooperation will further ensure our work is completed in an efficient and cost-effective manner. 
We will schedule recurring weekly phone calls or in-person meetings with management to discuss the status of the engagement and address any open issues or areas of concern. 
Further, we believe in maintaining our relationships with our clients all year long rather than just during the engagement.  Accordingly, we will communicate with [Client’s] management on topics we find may be of interest to you as it relates to your financial and business operations and act as your proactive strategic partner in identifying opportunities that may contribute to the future success of your organization.  
· Briefly describe your firm (size, location, where licensed) and describe the unique value of your firm and the solutions you offer.  
· This message should convey a positive, passionate and confident feeling that creates a connection with the client through words.  Also include your firm’s business beliefs.  The PCPS You Are the Value Online Workshop can walk you through creating this unique value proposition to include in proposals. 
· Discuss your firm’s related experience and qualifications in working on similar engagements/industries; Outline the unique knowledge and experience you and your team bring to the engagement
[Firm Name] has a significant [industry] client base and it continues to grow because of our desire to provide high quality services to the [industry] sector.  As such, our firm has been able to maintain our long-standing client relationships that on average have been with our firm for [#] of years.  Our client base is comprised of a variety of different types and sizes of [industry] entities, all of which continue to broaden the experience base of our staff and partners.  [Shareholder] has been providing audit and consulting services to [industry] entities for over 25 years.  [Shareholder], a partner who will be the concurring partner for the audits has over 25 years of experience with [industry] entities.    Below, we highlight some additional factors that set our practice apart:  
· Consider providing an executive summary of the team, their qualifications, experience and personal traits – even include pictures of the team assigned to the engagement
· Highlight your firms commitment to professional training and staff continuity 
· Describe the firm’s commitment to providing quality audit services by voluntarily adhering to higher standards of audit quality.

The American Institute of Certified Public Accountants (AICPA) is committed to helping its members achieve the highest standards in performing quality audits.  To help CPAs meet the challenges of performing quality audits for clients in this complex area, the AICPA offers firm-based voluntary membership centers for firms that perform audits.  [Firm Name] is a dedicated member of the following quality centers:  

· [AICPA Center for Audit Quality]

· [AICPA Private Companies Practice Center (PCPS)]

· [AICPA Governmental Audit Quality Center]

· [AICPS Employee Benefit Plan Audit Quality Center]

· [AICPA|PCPS Center for Plain English Accounting]

We are very proud to demonstrate our commitment to quality and integrity. Below, please find a copy of our most recent unqualified peer review report resulting from the American Institute of CPAs external peer review process.
In addition, our involvement with the following organizations provides a forum for sharing ideas and resources in order to provide benefits to our clients in a consistently superior manner.  As part of our firm’s association with these organizations, we receive a wide range of support that includes education, training, contacts and resources to help us better service our clients and improve their competitiveness in individual marketplaces.
· [Firm Association]

· [Industry Organizations]

· List additional available services your firm offers outside the engagement you are providing the proposal for. 

· Specify the price for the engagement and how you will bill. Consider including:

· Agreed upon price – be specific

· Amount of retainer required upfront 

· Timing of your billing (monthly, bi-weekly, etc.)  
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