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Request for Proposals for Bookkeeping Services 

Summary of Request 
The Bannock Transportation Planning Organization (BTPO), a nonprofit 501c3, is a member agency 
created by the City of Chubbuck, City of Pocatello, and Bannock County through a joint powers 
agreement.  BTPO seeks bookkeeping proposals from August 9, 2022, to September 30, 2023.  The initial 
agreement is for 13-months with the option to extend for an additional two years.  

Preferred applicants should have relevant nonprofit and government fund accounting experience, 
particularly for grant-funded organizations.  

Schedule 
Proposals must be submitted in PDF format via e-mail to mori@bannockplanning.org by 5:00 pm on 
June 30, 2022.  

Interviews, if necessary, with select respondents will be scheduled in early July.  Written results of the 
RFP process will be sent to all firms that submitted a proposal by the end of August. 

Inquiries concerning this RFP should be submitted to mori@bannockplanning.org using the subject line: 
“Bookkeeping RFP” 

Agency Overview  
BTPO receives funding from the U.S. Department of Transportation through the Idaho Transportation 
Department and member agencies.  Federal regulations require fund accounting to track revenue and 
expenditures.  BTPO has one employee and averages twenty to forty transactions per month, including a 
monthly bill to the grant agency.  BTPO’s average annual revenue is $400,000 to $500,000.   

BTPO is in the process of purchasing QuickBooks online advanced.   

Federal Requirements 
• Maintain an accounting system that can track accounting and project-level information and 

provide detailed reporting 
o Establish and maintain a separate account for each revenue fund 
o Establish and maintain a separate account for each work task identified in the Unified 

Planning Work Program. 
o All accounting records shall provide a breakdown of costs charged to each task and, 

together with supporting documents, shall be kept separate from other documents and 
records.  

• Maintain an accounting system, records, and reports following uniform standards established by 
the Idaho Transportation Department and OMB Circular A-87 Cost Principles for State, Local, 
and Indian Tribal Governments. 

• Maintain all records and documents for five years from the date of the final progress payment  
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Proposed Scope of Bookkeeping Services  
 The firm selected will be responsible for providing the following services: 

Startup services 

• Assist in transitioning current accounting records into QuickBooks Advanced online 
• Establish a protocol for receiving invoices  
• Enter beginning balances into the accounting system 

On-going Service  

• Accounts Receivable/Grant funding 
• Accounts payable  
• Maintain costs by the fund and task designation (BTPO has three funds and seven to ten tasks 

annually) 
• Monthly closeout and billing to the Idaho Transportation Department 
• Monthly reconciliation of payments made for invoicing 
• Complete required state/federal filings (990, 941, etc.) 
• Prepare the checks in QuickBooks and mark them as “To be printed.” 
• Maintain Deposit and Vendor files by Fiscal Year 
• Review staff timesheets and allocate costs across tasks 
• Payroll: collect and prepare employee data to transmit to third-party payroll vendors.  Work 

with vendor on all aspects of Payroll.  Process and enter Payroll 
• Monthly reconciliation of bank accounts as well as a reconciliation of all balance sheet accounts 

Financial Reporting 

• Budget to actual summary and detail 
• Prepare a monthly balance sheet 
• Prepares a receipt and check register summary with sufficient detail to explain the income or 

expense 
• Prepare quarterly and year-end reports that include by task hours, labor cost, and other 

expenses 

Audit Preparations 

• Participate in financial audits and reviews conducted by funding agencies, including document 
preparation and onsite support 

• Prepare year-end financial reports, schedules, and other documents requested by the auditor 
• Provide audit process support as needed; research and resolve issues as they arise 
• Provide reports and data as requested for the completion of annual tax returns 

Communication 

• Frequent face-to-face communication (either in person or via web-conferencing) will be 
expected during the onboarding process, audits, and year-end budgeting process 



 

• Weekly to by-weekly phone check-ins during the rest of the year, which may change based on 
needs 

Request for Qualifications 
The bookkeeping service agreement will be awarded to the individual or agency who, in the sole opinion 
of BTPO, is best qualified to perform the scope of services.  The qualification process is qualification-
based.  The rates and other compensations will be negotiated after the selection process is completed.  
The right is reserved to reject any or all the proposals.  

Proposal Requirements 
 

BTPO will review all proposals received by the due date, and that includes the following information:  

• Cover letter  – Include the firm’s name, address, and contact information  
• Resume- Provides a resume of the person or persons who will be responsible for providing the 

services 
• Qualifications – Provide sufficient information on the qualification and experience of the firm 

and personnel who will perform the BTPO bookkeeping services.  
• References – Provide three client references, including the name and contact information.  

Nonprofit clients are preferred.  
• Proposal Fee and Structure – Proposals should include a description of services provided and a 

proposal for an all-inclusive monthly fee or service by the hour.  Provide a separate category for 
the startup costs.   

Proposals are encouraged to include suggestions and strategies for streamlining the financial process.  

Questions  
Direct any questions to Mori Byington at (208) 233-9322 or mori@bannockplanning.org. 
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