
Draft Scope of Work 
 

To Obtain Assistance with Developing Financial Policies, and Performing Bank Reconciliations 
and Review of General Journal Entries 

 
February 9, 2015 

 
 
The Town of Charlotte seeks assistance with the following activities, to be undertaken as part of the 
Town’s effort to improve its financial internal control: 
 
Development of Financial Policies 
 

 Review existing drafts that the Town has developed and/or obtained from other sources (e.g. 
VLCT, Town of Middlebury); 

 Suggest edits and added provisions to address the Town’s specific circumstances; and 

 Assist with answering questions from key stakeholders (Selectboard, Town Administrator and 
Town Clerk/Treasurer) and during one (or two) public work-sessions. 

 
Perform Reconciliations of the Town’s Bank Accounts 
 

 Perform monthly reconciliations of _____ (#) bank accounts using NEMRC;  

 Verify the validity of payees/vendors; and 

 On occasional basis, compare actual payments to warrants approved by the Selectboard.  
 
Review General Journal Entries 
 

 Review General Journal entries on a (monthly) basis for appropriateness; 

 Compare entries to entry requests and documentation supporting entry requests; 
 
 
Please provide cost to provide such services as follows: 
 

 Development of Financial Policies—to be priced on an hourly basis with a “not-to-exceed” 
figure. 

 Perform Reconciliation of the Town’s Bank Accounts—to be priced on a monthly basis. 

 Review General Journal Entries—to be priced on a monthly basis. 
 
Please indicate staff members that will be assigned to each service. 


