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INTRODUCTION  
 

As the destination marketing organization for the United States, Brand USA’s mission is to increase international 
visitation to the USA in order to fuel the U.S. economy and enhance the image of the United States worldwide. 
Established by the Travel Promotion Act of 2009 as the nation's first public-private partnership to spearhead a 
globally coordinated marketing effort to promote the United States as a premier travel destination and to 
communicate U.S. entry and visa policy, Brand USA began operations in May 2011. 

 
As one of the best levers for driving economic growth, international travel to the United States currently supports 
1.8 million American jobs (directly and indirectly) and benefits virtually every sector of the U.S. economy. Brand 
USA works in close partnership with more than 600 partner organizations to invite the world to explore the 
exceptional, diverse, and virtually limitless travel experiences available in the United States of America. According 
to studies by Oxford Economics, over the past three years Brand USA's marketing initiatives have helped welcome 
more than three million incremental visitors to the USA, benefiting the U.S. economy with nearly $21 billion in 
total economic impact, which has supported, on average, 50,000 incremental jobs a year. Brand USA’s operations 
are supported by a combination of non- federal contributions from destinations, travel brands, and private-sector 
organizations plus matching funds collected by the U.S. government from international visitors who visit the 
United States under the Visa Waiver Program. For industry or partner information about Brand USA, please visit 
TheBrandUSA.com. For information about exceptional and unexpected travel experiences in the United States, 
please visit Brand USA’s consumer website at VisitTheUSA.com. 

 
Brand USA is governed by an 11-member Board of Directors. Each director is appointed by the U.S. Secretary of 
Commerce. Each director represents a sector of the travel and tourism industry as identified by the Travel 
Promotion Act. The executive leadership team possesses strong expertise and experience in the travel, tourism, 
and  advertising industries. 

 
Brand USA delivers a dynamic marketing program that includes, but is not limited to, a global advertising 
campaign, earned media and public relations strategies, a robust social media outreach plan, promotional and 
incentive campaigns, trade shows and sales missions, and educational campaigns about U.S. entry policies. Brand 
USA carefully selected its marketing tools and target audience after vigorous analysis of existing and original 
market research. 

 
Brand USA is committed to including diverse firms as an important part of its sourcing and procurement activities. 
In furtherance and support of this goal, we encourage minority, women and locally owned firms to pursue business 
opportunities with us. Minority and women-owned firms who otherwise meet the minimum requirements set 
forth in this Request for Proposals (RFP) are encouraged to submit a Notice of Intent to Bid. In addition, Brand USA 
also seeks to do business with firms that also recognize the value of diversity and inclusion in the composition of 
their workforce and in their own contracting, subcontracting or teaming activities. We encourage such firms who 
meet the minimum bidding requirements (regardless of size or ownership) to also submit a Notice of Intent to Bid. 
Brand USA reserves the right to give weight or allocate bidding credit to diverse firms or those with a 
demonstrated commitment to inclusion as part of its evaluation process. 
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PURPOSE 
 

The purpose of this RFP is to identify the appropriate certified public accounting firm to perform Brand USA’s 
annual financial audit and prepare the annual Form 990 for the fiscal year ending September 30, 2017. The 
primary focus of the work is to examine Brand USA’s financial records in accordance with generally accepted 
auditing standards following the Statement of Auditing Standards published by the American Institute for Certified 
Public Accountants (AICPA). 

 
The audit services must include an examination for compliance with applicable directives of the laws, regulations, 
and contracts or documents. The auditor shall determine whether: 

 
� The financial statements of Brand USA are fairly presented and consistent with generally accepted 

accounting principles. 
� Brand USA has internal control structures and other systems in place to provide reasonable assurance 

that it is managing funds in compliance with applicable laws, regulations, and any documents that have a 
material impact on the financial statements. 

� Brand USA has complied with applicable laws, regulations, and documents that may have a material 
impact on financial statements. 

� Brand USA has established and adhered to an appropriate system for procurement, award, and oversight 
of contracts. 

 
The tax services must be the successful filing of Brand USA’s Form 990. 

 
Brand USA’s funding comes from cash and in-kind contributions from non-federal sources and Federal matching 
funds made available pursuant to the Travel Promotion Act of 2009, as amended. The legislation and other 
governing documents can be found here. Brand USA’s primary expenditures are advertising and advertising- 
related services, both domestic and abroad. 

 
 

QUALIFICATIONS 
 

� A project-lead CPA with at least 10 years experience 
 

� Is licensed to practice in the District of Columbia 

� Is independent to Brand USA per the standards set by the AICPA 

� Excellent interpersonal, communication, and presentation skills 

 
DELIVERABLES 

 
The proposal should include the following: 

 
I. Executive Summary 

 
Describe your understanding of the work to be performed and your firm’s ability to provide said work. 

 
II. Professional Experience 
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Describe how and why your firm is different from other firms that might be considered. This should include the 
explanation of the firm’s philosophy, size, structure, and qualifications for service not-for-profit organizations with 
a similar size and operations. Describe your firm’s resources devoted to not-for-profit organizations and provide 
resource materials addressing issues relevant to not-for-profit organizations. 

 
III. Team Qualifications 

 
Identify the specific partner, managers, and other staff who will be assigned to this engagement if you are 
successful in your bid. Provide their bios and resumes, specifying relevant experience. Discuss commitment you 
make to staff continuity, including your staff turn-over in the last three years. 

 
IV. Engagement Approach 

 
Describe how your firm will approach the proposed services, including the use of affiliates or staff from other 
locations. Discuss the communication process used by the firm to discuss issues with management of Brand USA 

 
V. Fees/Budget 

 
Please provide support for fee estimates or blends for the audit work based on your experience and based on the 
type of work requested herein. Please include any potential fee savings that could be realized by any subsequent 
re-engagement. 

 
VI. Client References 

 
Include a list of relevant not-for-profit corporate clients the firm has served in the last three years and furnish the 
names and telephone numbers of at least three references whom we may contact. 

 
VII. Peer Review 

 
Please provide your most recent Peer Review 

 
VIII. Additional Information 

 
Please provide any additional information not specifically requested, which may be useful in evaluating your 
proposal. 

 
 

PROPOSAL  FORMAT  AND SPECIFICATION 

 
Proposal format is open to the presentation style and delivery of the proposing team, but must include the 
information described above. 

 
 

MINIMUM  REQUIREMENTS 
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Proposals must address each of the deliverable items listed, giving specific details of techniques to be used in 
achieving these requirements. Proposals may be rejected if minimum requirements are not met. All proposers 
wishing clarification of this RFP must submit questions in writing to Brand USA no later than April 21, 2017 (due 
by 5:00 PM EST), and sent by email to RFPAdmin@TheBrandUSA.com. 

 
Costs for developing proposals are entirely the responsibility of the proposer and shall not be reimbursed by 
Brand USA. 

 

1. Notice of Intent to Bid (Attachment 1) must be received by April 14, 2017 (due by 5:00 PM EDT). 
The notice shall be sent by email to RFPAdmin@TheBrandUSA.com at the Brand USA office. The 
NOTICE OF INTENT TO BID, is nonbinding; however, it ensures the receipt of all addenda related 
to this RFP. Subject to Brand USA’s discretion, proposals will be accepted only from applicants 
who submitted a timely NOTICE OF INTENT TO BID. 

2. RFP Responses must contain the following information: 
 

a. Executive Summary 
b. Professional Experience 
c. Team Qualifications 
d. Engagement Approach 
e. Fee Structure, as it relates to Engagement Approach 
f. Client References (at least 3) 

g. Additional Information 
 

3. No Conflicts of Interest: Client relationships that could potentially be considered conflict of interested 
must be disclosed. 

4. Certification Form (Attachment 2) must be signed and accompany all RFP Response submission. 
 

Tentative Schedule 
 

This tentative schedule may be altered at any time at the discretion of Brand USA. Brand USA reserves the right to 
reject any and all proposals, or any part thereof; waive an informality in the proposals and accept the proposal that 
best meets the needs of Brand USA. 

 

A. Request for Proposal Released 
B. Intent to Bid due by 5:00 PM EST 
C. Written Questions due by 5:00 PM EST 
D. Written Questions Answered and Posted to Brand USA Website 
E. Proposal Due (due by 3:00 PM EDT) 
F. Proposal Evaluation by Scoring Committee 
G. Notification and Scheduling of Finalist Interviews 
H. Pre Calls to Finalists 
I. Finalist  Presentation/Interviews 

March 31, 2017 
April 14, 2017 
April 21, 2017 
May 4, 2017 
May 12, 2017 
May 17, 2017 
May 19, 2017 
May 19, 2017 
May 22-31, 2017 

J. Notice of Intent to Award Contract and Public Posting June 2, 2017 
 
 

Delivery of Proposal 
Each proposer is required to deliver six (6) hard copies in addition to the electronic version of the proposal. Electronic 
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versions of your proposal must be in a PDF format and sent to RFPAdmin@TheBrandUSA.com. 
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Hard copies should be sent by courier such as Fed Ex or UPS to: 

Brand USA Headquarters 
C/O RFP Administrator 
1725 Eye Street NW, Suite 800 
Washington, D.C. 20006 
ATTN: RFP – Non-Profit Audit and Tax Preparation 
Phone: 202.536.2060 

 
Proposals must be received by the date and time referenced in the tentative schedule (no later than May 12, 2017 
at 3:00 p.m. EDT). Late submissions will not be accepted. Proposals may not be faxed. 

 
Evaluation  & Contracting 
All proposals satisfying the requirements of this RFP will be evaluated to establish which of the providers best 
fulfills the needs of Brand USA and this project. This RFP in no way commits Brand USA to award a contract, to pay 
any costs in preparation of a proposal, or to contract for the goods and/or services offered. Brand USA reserves the 
right to accept or reject any or all proposals received as a result of this request, to negotiate with all qualified 
providers or to cancel this RFP. After awarding the contract, the schedule will include a period of collaboration 
between Brand USA and the selected Accounting Firm to better define, elaborate upon, and fix the Accounting 
Firm’s final Scope of Work and general Terms and Conditions. 
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ATTACHMENT 1 
 

NOTICE OF INTENT TO BID 

Due: 

SEND TO: 

Brand USA Headquarters 
C/o RFP Administrator 
1725 Eye Street NW, Suite 800 
Washington, D.C. 20006 
ATTN: RFP – Annual Audit and Tax Preparation 
Phone: 202.536.2060 
Email  to: RFPAdmin@TheBrandUSA.com 

 
NAME OF PROPOSER / COMPANY: 

CONTACT PERSON: 

MAILING ADDRESS: 

TELEPHONE: 

FAX: 

E-MAIL ADDRESS: 

WEB SITE: 

SIGNED: 
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ATTACHMENT 2 
 

CERTIFICATION 

Please include the following statement as part of the proposal: 

Certification Statement 

By submission of this proposal and authorized signature below, proposer certifies that the undersigned corporate 
officer has authority to bind the proposer to the terms of this proposal and hereby certifies on behalf of the 
proposer that: 

 
� He/she has read and understands all commitments and terms of this proposal 
� The information contained in this proposal is accurate 
� Proposer’s quote is valid for at least 120 days from the date of proposal’s signature below 
� Proposer understands that if selected as the successful proposer, he/she will have ten (10) business 

days in which to complete contract negotiations, if any, and execute the final contract document 
Date of execution can be extended by mutual agreement of Brand USA / Accounting Firm 

 
 
 
 

Authorized Signature Typed or Printed Name 
 
 
 

Title Date 
 
 

Official Contact 

Brand USA requests that the proposer designate one person to receive all communications for clarification 
and verification of information related to this proposal. Please identify this point of contact below: 

 
 
 

Official Contact Name and Title Email Address 
 

Organization Phone Number 
 

Street Address Facsimile Number 
 

City, State/Country, Zip 



 

 

 

 
ATTACHMENT 3 

 
PROPOSAL  EVALUATION CRITERIA 

 
FOR BRAND USA USE ONLY 

 
Bid/Proposal:    

 
 
 

Request for Proposals: 
Annual Audit and Tax Preparation 

 
Evaluated By:    

 
Date:    

 
Proposal Evaluation Criteria 

 
The evaluation committee will judge each written proposal based on the following criteria: 

 

CRITERIA MAX. 
POINTS 

 
SCORE 

 
1. Reputation of the Firm 

 
25 

 

 
2 Qualifications of Personnel 

 
25 

 

3. Familiarity with Auditing Non-Profit Corporations and a Demonstrated 
Understanding of In-kind Contributions 

 
15 

 

 
4. Project Management 

 
10 

 

 
5. Budget 

 
15 

 

TOTAL POINTS 100  

 
 
 
 
 
 
 
 
 

 


