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REQUEST FOR PROPOSAL (RFP)
PROVISION OF EXTERNAL AUDIT SERVICES FOR PTA ACCOUNTS
RFP Reference: [PTA/RFP/001/2026]
Issuing Organization: Makini School Parents/Teachers Association (PTA)
Financial Year: 2026 (1 January 2026 to 31 December 2026)
Issue Date: 25/08/2026
Submission Deadline: 03/09/2026
1. INTRODUCTION
Makini School Parents and Teachers Association (PTA) invites proposals from suitably qualified, independent and experienced audit firms to provide external audit services for the Association's financial records and accounts for the financial year ending 31 December 2026, in accordance with the Association's Constitution.
The PTA receives and utilises funds primarily through termly contributions by each parent family, with the quantum determined by the Annual General Meeting on the recommendation of the PTA Committee from time to time. In accordance with Clause 13 of the Constitution, such funds, once received by the Association, are not refundable and are to be applied towards the aims and objectives of the Association and the educational welfare of students.
The engagement is intended to promote transparency, accountability and good governance in the management of PTA resources.
2. BACKGROUND
The PTA is established to support the school community and facilitate activities and initiatives that benefit students, parents and the school.
The PTA receives and utilises funds through termly contributions by parent families, fundraising initiatives, donations and other approved sources. In accordance with the Constitution, funds are to be applied towards the educational welfare of students and the aims and objectives of the Association. The Association's financial year runs from 1 January to 31 December.
The PTA therefore seeks an independent external auditor to review its financial records and provide an objective opinion on the financial statements, together with recommendations for strengthening financial controls and accountability.
3. OBJECTIVES OF THE AUDIT
The objectives of the audit are to:
1. Examine and report on the Association's annual accounts and financial statements.
2. Determine whether the accounts are correct, duly vouched and prepared in accordance with applicable law and the Constitution.
3. Assess whether termly contributions received from parent families have been completely, accurately and properly recorded, receipted and banked.
4. Verify that PTA funds have been used for the aims and objectives of the Association and the educational welfare of students.
5. Review expenditure to determine whether it is properly authorised, supported and consistent with approved PTA activities, budgets and PTA Committee resolutions.
6. Verify the existence and appropriate safeguarding of PTA assets.
7. Review the PTA's bank accounts and bank reconciliations.
8. Assess compliance with the constitutional requirements for receipt, banking, custody and disbursement of Association funds.
9. Identify significant control weaknesses, irregularities or areas of financial risk.
10. Assess compliance with the PTA Constitution, approved budgets, policies, PTA Committee and Annual General Meeting resolutions and applicable legal requirements.
11. Provide practical recommendations for improving financial management, accountability and governance.
4. SCOPE OF THE AUDIT
The external auditor shall undertake such procedures as are necessary to achieve the objectives of the engagement. The scope shall include, but not be limited to:
4.1 Financial Statements
Review and audit the PTA's annual financial statements and supporting accounting records, including the statement of income and expenditure, statement of financial position, supporting schedules, reconciliations and related records. The auditor shall report in accordance with Clause 12 of the Constitution.
4.2 Income and Receipts
Review termly contributions by each parent family, including the determination, collection, receipting, recording and banking of such contributions. The auditor shall assess completeness, accuracy and timely banking of all contributions received and confirm that the funds are accounted for in accordance with Clause 13 of the Constitution.
4.3 Expenditure
Review expenditure to confirm appropriate authorisation, adequate supporting documentation, evidence of receipt of goods/services, compliance with approved budgets, PTA resolutions and policies, and appropriate payment and approval processes.
4.4 Bank and Cash Management
Review PTA bank accounts, bank reconciliations, bank statements, signatory arrangements, electronic and cheque payments, cash collections and handling, and unreconciled items.
4.5 Procurement and Payments
Review quotations and supplier selection, approval of purchases, purchase orders where applicable, invoices and delivery documentation, conflict-of-interest considerations, payment approval and supplier records.
4.6 Assets and Projects
Review the existence and ownership of assets, asset registers, major capital expenditure, project expenditure, supporting documentation, and safeguarding and maintenance of assets. Physical verification should be undertaken where appropriate.
4.7 Governance and Internal Controls
Assess financial approvals, segregation of duties, record keeping, budgetary controls, bank mandate and access, financial reporting, PTA Committee oversight, conflicts of interest, PTA meeting and resolution records, and controls over the collection, receipting, banking and utilisation of termly parent-family contributions.
4.8 Compliance
Review compliance with the PTA Constitution, including Clause 13 on Association funds, approved policies and procedures, PTA Committee and Annual General Meeting resolutions, applicable Kenyan laws and regulations, and applicable tax obligations where relevant. Particular consideration should be given to the constitutional requirements that Association funds are raised through termly contributions by each parent family, that funds received are promptly deposited in an approved bank account, and that payments are authorised in accordance with the Constitution.
4.9 Fraud and Irregularities
The auditor shall maintain appropriate professional scepticism and consider the risk of fraud, misappropriation, error and financial irregularities. Any material suspected fraud, financial irregularity or significant control weakness identified during the audit should be promptly communicated to the PTA Committee.
5. AUDIT STANDARDS
The audit shall be conducted in accordance with applicable professional auditing standards, including the International Standards on Auditing (ISAs), applicable Kenyan laws and professional requirements, and the ethical requirements applicable to a registered/licensed auditor in good standing with the Institute of Certified Public Accountants of Kenya (ICPAK).
6. EXPECTED DELIVERABLES
The successful audit firm shall provide:
1. Audit planning memorandum or audit plan.
2. Audit engagement letter.
3. Independent Auditor's Report.
4. Audited PTA annual financial statements.
5. Management Letter identifying control weaknesses and recommendations.
6. Schedule of audit findings, including management responses where applicable.
7. Any significant matters identified during the audit requiring immediate attention.
8. Presentation of audit findings to the PTA Committee, where requested.
9. Final signed audit report and financial statements in electronic and, where required, hard-copy format.
10. Any other report required under the PTA Constitution or agreed in the engagement letter.
The Management Letter should distinguish between high, medium and low-risk findings and provide practical recommendations.
7. AUDIT PERIOD
The audit will cover the financial period from 1 January 2026 to 31 December 2026, being the Association's financial year as provided under Clause 13(f) of the Constitution. Where necessary, the auditor may review transactions immediately before or after the reporting period to confirm appropriate cut-off.
8. AUDIT TIMELINES
The proposed timeline should include:
Activity – Target Timeline
Appointment of Auditor at AGM – [19/09/2026]
Planning and commencement meeting – [TBA]
Submission of information/PBC list – [TBA]
Fieldwork – [TBA]
Draft audit findings – [TBA]
Committee responses – [TBA]
Final audit report and financial statements – [TBA]
Presentation of auditor's report to AGM – [TBA]
9. ELIGIBILITY AND QUALIFICATION REQUIREMENTS
Interested firms should demonstrate:
1. Registration and valid authority to practise as an audit firm in Kenya.
2. Registration/licensing and good standing with the Institute of Certified Public Accountants of Kenya (ICPAK), as applicable.
3. Appropriate professional qualifications and membership of relevant professional bodies.
4. Relevant experience in external audits.
5. Experience auditing schools, educational institutions, PTAs, NGOs, associations or similar entities will be an added advantage.
6. Adequate technical and human resources.
7. Independence from the PTA and absence of any actual or potential conflict of interest.
8. Appropriate experience in financial controls and governance reviews.
9. Valid tax compliance documentation.
10. Professional indemnity insurance, where applicable.
10. PROPOSAL REQUIREMENTS
A. Firm Profile
Name and address; registration details; years in operation; office locations; professional memberships; overview of audit practice.
B. Relevant Experience
Provide details of similar assignments undertaken during the last three years, including client name, nature of organisation, scope of audit, period audited and contact/reference person where permissible.
C. Proposed Audit Approach
Explain understanding of the assignment, proposed methodology, risk assessment, internal control assessment, fraud risk considerations, proposed procedures and reporting methodology.
D. Proposed Audit Team
Provide the Engagement Partner, Audit Manager and key audit staff, including professional qualifications and relevant experience. CVs of key personnel should be included.
E. Work Plan
Provide a clear work plan showing planning, fieldwork, review, reporting and finalisation.
F. Financial Proposal
Clearly state professional audit fee, applicable taxes, out-of-pocket expenses if any, other charges and total proposed cost. Any additional services or costs should be clearly disclosed.
11. INDEPENDENCE AND CONFLICT OF INTEREST
The appointed auditor shall remain independent throughout the engagement and shall not be an office bearer, member of the PTA Committee or member of the Association, in accordance with Clause 12(f) of the Constitution.
The audit firm shall disclose any existing or potential conflict of interest involving the school, PTA Committee members, school management, PTA suppliers, related parties or other parties connected with the assignment.
The auditor shall not undertake activities that could compromise its independence or objectivity.
12. CONFIDENTIALITY
The auditor shall maintain strict confidentiality over all information, records and documents obtained during the engagement.
Information obtained during the audit shall not be disclosed to third parties except where required by law, professional standards or with the prior authorisation of the PTA.
13. MANDATORY DOCUMENTS
Proposals should include:
- Certificate of registration/incorporation;
- Valid professional practising documentation;
- Valid KRA Tax Compliance Certificate;
- Firm profile;
- Relevant experience;
- References for similar assignments;
- CVs of proposed key personnel;
- Technical proposal;
- Financial proposal;
- Declaration of independence and conflict of interest.
14. SUBMISSION OF PROPOSALS
Completed proposals should be submitted electronically to:
Email: secretarymakinischoolpta@gmail.com
Subject: RFP – External Audit Services for PTA Accounts
Proposals should be received no later than 3rd September 2026. Late submissions may not be considered.
15. VALIDITY OF PROPOSALS	
Proposals shall remain valid for a period of 90 days from the submission deadline.
16. RESERVATION OF RIGHTS
The PTA reserves the right to:
- Accept or reject any proposal;
- Request clarification from any bidder;
- Negotiate with the preferred bidder;
- Cancel or amend the RFP process; and
- Recommend a preferred auditor for appointment in accordance with the PTA Constitution and the applicable Annual General Meeting approval process.
The PTA shall not be obliged to select the lowest-priced proposal and may consider the overall value, quality, independence, experience and suitability of the proposed audit firm.
17. CONTACT INFORMATION
Contact Person: Anne Kiunga
Designation: Makini PTA Secretary
Telephone: 020 3871874 
Email: secretarymakinischoolpta@gmail.com
18. DECLARATION
By submitting a proposal, the audit firm confirms that:
- The information provided is accurate;
- It is appropriately qualified and authorised to undertake the assignment;
- It is registered/licensed and in good standing with ICPAK, where applicable;
- It is independent of the PTA;
- There is no undisclosed conflict of interest;
- It will comply with applicable professional and ethical requirements and the PTA Constitution; and
- It has the capacity to complete the assignment within the proposed timelines.
For and on behalf of Makini School Parents/Teachers Association (PTA).
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