Ilﬂhmpﬂomw
how mary accountants have no

heavily used that many people may
feact 10 it MOre a5 an irritation than
as the potent time-saver it actuslly

can be. The telephone can help you
deal with clients’ problems quickly
and cficicatly, saving tine and

image of quality service on a timely

VICK] VAUGHN is president of Vick
Vaughn & Associstes. & Momerey.
CaMormia 5ased Dracton Gevelodment
CONSURING and tramng frm

with the right person. 1 the caller’s
target bs not available, the call
should msomatically bounce back
1o the ywitchboard in & reasonably
short time.

2/ The “Endiess Ring” Syndrome.
Try dialing your office and count the
—hqdnvlubmnk

five rings creates the impression of

# firm with 100 much 10 do and may
cven suggost 1o callers that you don't
care about ncoming calls

¥ The "Rushed” or “Snarfing”

should never be
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be set in sone

To avosd unnecessary telephone
InterTuptions, sct a consistent pol-
iy For example, when callens are
nmediately told you re in confer
ence bat will call back prompely
most people appreciate it Before
moctings, tell your rocoptionss

exactly when you'll again be acoepe-

ing and returning calls. This helps

yout receptionnt schodile cach call

back ot a time the calier agroes
wpon, thus putting an ond to “wele-
phone tag ™

&/ "Mold, Please!!™™
When the lines are busy and your
receptionist anvwers having 1o ask

the calier 10 hold, imead of cutting

off the caller by quickly saying

“Hold please.” the caller should be

avked of he or she wishes 10 hold
Moat people are happy 10 sy you

The receptionist should then come
back on the line with & pleasant
“How muay | help you™ And

remember that one minute can seem

like five 10 a caller on hold
Note: If you neod 1o place a
caller on hold for an extendod

peniod of time, afier you ask if he

or she minds holding, tell the
caller what you plan 1o do while
they are on hold. Specifically
indicate how your actions will

relate to solving their problem or

mocting their noeds. If you find
that it's taking longer than you
thought, come back on the line
and ask if they mind holding a
Inthe longer or if they'd rather be
calied back

5/ "She's Not In” (or worse) “She's
in & Meeting "

Your firm should establish a consis

tent policy for handling calls whea
you're on another line, out of the
office, busy in & mecting, or other-
wise unable to take an incorming
call. Without ever atiempting 1o
determine tho nature of smportance
of a call, many recoptionists sy,
“Sorry, she's busy and unable to be
interrupted * Uniess some further
explanation is offered, most callen
would be justifiably offended A
better way s 10 ket the caller know
that you'll get back to him or her a
soon as possible. This tells the
caller that you and your stafl valoe
the caller pust as much as the client
you're busy with

& The Third Degree.

Not all buvy professionals shoulkd
always have ther incoming calls
screened . Some of the most suc
cessful accountants in the busiost
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firms take every one of their incom-
ing phone calls, no questions asked.
In the long run, clients appreciate
such accossebility.
Questions such & “Who are you
with”™ and “Will he know what this
is about”™ can have a rather pre-
sumptuous, unfriendly tone. In the
process of scroening out unwanted
calls, it is possible 1o lose potential
clients or to offend exiting ones.
You can learn to politely terminate
any unwanted call within 90 sec-
onds by doing so the first time the
call comes in. Youll save your
receptionist and yourself from the
mounting stross of a persistent caller
who'll keep trying until you just say
"0 and ead the conversation.

7 “There's No One Else Here
Who Can Help You™
If someone calls your office needing

information, what can be done if
the person who can help it in? If
the receptionist/secretary doesat
have the mformation acoded 1o per-
form the job, then bhe or she should
be able 1o refer the caller to some-
one clse who can help.

Receptionists can ask the caller of
the call is urgent or if it can wat
until you get back into the office
Mout callers are reasonable enough
not 10 say the call is urgent unjess it
really m. In that case, the recep-
tionist can tell the callor that he or
she will try 10 reach you.

&/ Music on Hoid.

Before having music instalied on
your phone lines, pive serious
thought 10 your clients, your unage,
and whether you're adding it for the
wrong reason. Il you think ot will
permit you 10 keep callers waiting

TOP

and orderng mbormation please
or call (512) 4585760 or (S12) 4589312

G&G Software, Inc. 610 Park Blvd.  Austin, TX 78751
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COST EFFECTIVENESS!
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longer, that's not 3 good resson.
You should make it a practice never
1o leave anyone on hold for an
extended period of time.
However, if you do choose 10 use
music, consider the tastes of your
chents. A program of rock-and-roll
music can prove appalling 10 poople
with classical tastes. Also, consader
the demographics of a particular
radio station, for example the sex,
INCOme, age, interests. OF OCCUPS-
thons, %0 as not to offend cortain

groups of clients
9 Bungled Messages.
Use the play-it-back rule here. To

avoid confusion, every message

should be read back 10 the calier

after it is taken
company neme (when appropri-
ate) and phone number with arca
code should be recorded. Most
rocoptionists find it helpful 10
give their name 1o the caller
along with the time that the mes-
sage will be delivered.

10/ Calls that Arent Promptly
Returned.

Make it a habit to return phone calls
prompely. If you set aside two times
per day, perhaps once in the lse
morning and once in the lute after-
noon, 10 do nothing but return calls,
your chients will appreciate

If you're not able 1o return the
call right away, see if someone chwe
can help them or &t loast have
someone Jet them know that you'll
be able to get back 10 them later
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SPECIAL TWO-PART SERIES ON AUDITING GOVERNMENTAL ENTITIES

Part 2: How to Obtain Local
Government Audits

The second part of this series
shows practitioners how to use

the local government procurement
process to obtain audit work.

RHETT D. HARRELL

the government audit procurement pro-
©ess 5o that they can make the most of audit

OPPOTURItIcS.

The article focuses on:

1/ Where 10 start — how 10 find Jocal government
audit work and make a preliminary inquiry;

2/ What local governments Jook for in an sudi-
tor; and

3/ How 10 write a Request for Proposal (RFP).

WHERE TO START

Finding local audit jobs is not difficult. The first
siep is 1o target 2 local entity for inquiry. The more
obvious choices are the local countics and Cities
within those counties. School Boands generally
exist ot the county and/or city level. There are tax-
ing dastricts and suthoritics in every county.
Review your own property tax bill and sce what
other taxing bodics are listed, such as flood control

RAHETT D MARRELL. CPA, is a chent service manager
for Touche Aoss & Co., Aslanta. GA.

districts or hibraries.

Authoritics may be present in a varicty of forms,
such as electric, water and sewer, gas, hospitals,
and civic centers. These can be found in the tele-
phone directory. local newspaper, or by attending
mectings of some arca local governments. These
scparate authoritics may or may not be covered in
the basic city or county audit.

Once you have targeted an entity and want 1o
find out about opportunities to perform audit
work, you should arrange to meet with the finance
director (or controlier, treasurer, or city clerk) of
the local government. In smaller governments, city
clerks, city managers, OF COUnty managers may
perform many finance responsibilitics.

During the mecting, try to obtain the

o Current auditor and fee paid,

* Process for selecting the auditor,

® Fiscal yoar-end and type of report to be
nsued,

® Assistance expected from the aaditor, and

® Particular accounting, suditing or financial
reporting issues from prior year or expected in the
current yeat.

Knowing who the current auditors are can be a
strategic point. For example, an experienced sole
practitioner may be able to provide betier service

into the hours and effort required to audit the unit
in the prior year. However, do not rely only on the
previous yoar's audit foe 10 establish your own fee
estimate. There may have been a problem in the
prior year that caused more sudit work, which
now has boen resolved.

The process for selecting auditors can be formal
or informal. A Request for Proposal (RFP) is
usually tssued. Make sure your name is on the list



“Some firms audit only certain
types of local governments and
thus gain substantial experience
and expertise”

10 receive the RFP. A letier 1o this effect to the
fimance director of the city/county manager is
usually sufhcient, although a more formal qualify-
ing process involving the purchasing department
must sometimes be completed .

Calendar year-ends directly conflict with most
practitionery’ chents and their annual
tax work. On the other band, June 30 fiscal year
ends provide much necded summer work for staff
and can help even out the work Joads.

Types of reports issued can also have an impact
on work Joad. In many small government units, the
auditor must prepare the financial statements
directly from the workpapers, with little or no
assistance from the clicat. Most government units

ing the more complex Comprehensive
Annual Financial Report (CAFR) prepared
other units. Should the government
unit desire a CAFR type report, the work will be
much more extensive.

10 allow newcomens to perform audit work. Due

to frustration in not being able 10 obtain the

DOCCSSAry CRPCrICHOE, Practitioners sometimes

obtain their first audit through “low-balling.” (a

mdﬂyd&mﬂm

Of course this approach is bad for the profession
s a whole, since the resalt is an sudit obtained
solely on the basis of price, and not on profes-
sional Tt also causes other local gov-
crnments 10 feel that they are paying too much for
an avndit, and 1o shop for lower fees. And compe-
tent practitioners may be driven from the govern-
ment audit market, due 1o the low profitability that
generally accompanies low-balling.

Experience
In auditing local governments, although there are
other conssderations, nooe is o | as the
right type of auditing experience. To audit a oty
requires city audit experience, and likewise for
andits of counties and school boards. Each type of
local government entity is distingt, so unless you
have expenience auditing an entity like the one
being proposed on, your experience i insufficient.
Some firms make it a practice only 0 sudit cer

ing substantial expericnce and expertise. These
specialized firms market themselves well, using
state or Jocal maps with the locations and names of
other audit clients in their proposals. This type of
firm i yet another factor making it difficult for
newoomerns 1o obtain cxpenence.

However, all is not Jost. Firms can obtain experi-
cnce by auditing smaller local governments, where
experience may be less important than, sy, price.

firm with little experience. Unfortunately, traiming
s expensive and Lime-consuming.

Training is svailable from numeroes sources,
such as the AICPA, state CPA associations, Gov-
ernment Finance Officers Association, Texas Tech.
University, Florida State University, and other uni-
versities and independent training oTRAnUZAtIOns.



A practitionet isterested in the local government
audit market should take some courses before actu-
ally on new audit engagements. This
will allow the practitioner 10 soe how governiment
—ﬂnh&-mm*ﬂﬂl
h-numttw»m-wk-
ing budget for that first proposal.

The Government Accounting Office (GAD), n
its revised edition of the “Yellow Book™ requires
accountants doing audits of local governments that
receive foderal funds and are subject to the Single

Florida has already adopted similar education
W«wmmnw
1o this requirement risk having their audits
rejected by the various federal and state govern-
ment agencies. |

WRITING AN RFP

This section outlines what geacrally i found in a
Request for Proposal (RFP) and provides sugges-
toas for respoading to the RFP

8 il calcs om 1954 10 1008 ® Neglgence and Fraud
® Siores rates % Rt grs © Subst Understatement
® Vel Over Understatemont

® Easy 10 use & Incredly last
Software 101 IBM and compatibie miros
30-day money back guarantee
Call for Demo Disks

Beentmark

P.0. Box 9886, Newark, DE  19714-9886
= (302) 366-8160 —

- -

response.

Some RFPs are as short as onc page, while
others go up to more than 25 pages. The one-page
RFPs are almost always B

RFPs do not follow any set The format
listed below, bowever, gives the sudinor
an idea of the ems that can be found in local gov-
ernment audit RFPY!

C. Evaluation criteria, if presested. Not all
RFPy will contain the criteria that are the most
important 10 the local government. Masy times
this information must be derived at a pre-bid meet-
ing o in other discussions with officials.

D Standard purchasing policies and procedures.
as applicable

E Information on pre-bid mecting. It is strongly
recommended that attend this meet-
umiihum»ﬂw
into the local government, which will help with
writing the proposal, as well as deriving the pro-
posed fee.

11. Audit Objectives and Scope of Service

A. Audit objectives.

B. Type of audit. Generally, this section covers
the normal financial audit, as well as the single
sudn, of \

C. Period(s) covered. This section covers
whether the audit will be for only one year or for
Mﬂmlbwﬁ-n-ﬂm
be for a minkmum of three years, with some option
10 rencw beyond that point, provided services have
been satisfactory.

D Applicable externally imposed sedit requite-
ments. This section may include any additional
audat requirceents imponed by the state, of other
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he 1986 Tax Reform Act con-

tained two provisions that
severely restricted the tax benefits
of the invaliment method of reporn-
ing: (1) the full gain from the sale
had 10 be included in the year of
sale for alternative menimum tas
purposes, and (2) in the cane of
sales of inventory and real property,
the seller’s Labilities had 10 be care-
fully tracked and almost all liabili-
ties were tremtod as current realiza-
Bon of the installment receivable
under the proportionate disal-
lowance rule

Fortunately. the Revenue Act of

EDMUND SHLENS, CPA, JOD. PO,
has practced in the INCome tax area Sor
32 yoors i Champaign, IL. He has
been putished in varous tax
PubhCations

1987 undid some of the damage
done by the 86 Act. For non-
dealers, the X7 Act repealed the
proportonate dnallowance rule and
reversed the reporting in full of the
nstallment sale for akernative mini-
mm tax purposes (now allowing
use of the instaliment method both
for regular and aliernative minimum
tax purposes). However, the 87 Act
repealed the installment method of
reporting for dealers in real and
persanal property. They may no
longer use the installment method
for any dispositions of property
Two additional provisions that
affect mstallment sales were added
by the 87 Act (in new Section
4530). They apply 1o nondealer
sales of realty used in a trade ot
business or for the production of
Income, where the sales price
cxceods S1S0000 Fire, if the face
valee of aggregate installment
receivables excoeds $5 million dur-

ing the year, the seller must pay
interest to the IRS on a portion of
the deferred tax. Second, if any
dobt i secwred directly by an

trade or business or for the produc-
tion of income (and the sales price
exceods SISO000), this debx is
trestod as & payment on the install-
ment obligation. Let's take a look ot
two posuble planning tochmiguaes in
light of the new rules

One planning possidbility for non-
dealers is to pay the tax in full in
the year of the sale by clecting out
of the instaliment method. For
198X, income tax rates are Jower
than they have been for years, and,
in light of the massive federal dedt
and annual federal deficits, perhaps
& Jow as they over will go. Since a
tax increase is possible following
the 1988 elections, this technigue
could save tax dollars

For example, suppose a taxpayer
wants to scll an apartment building
in 198X The building's selling price
is S200000 and it has & basis of
SO000 1f the taxpayer’s 1988 tax
bracket is 28% but his or her tax
bracket for 1989 and later will be
SO (due 10 & substantial tax rate
increase). then the sale of the build-
ing would have the following alter-
native tax results (assuming that
there was no excess depreciation
that would require immediate
income recognition)

171 the taxpayer elects out of
the installment method. the
S00000 gain would be taxed in full
in 1985 This would result in 2 tax
of S28000 (SI00000 gain x 28%)

2/ 1 the gain is tased over a five
year period, then $20000 would be
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subjoct to & SO% tax in cach of
those years. Ths would result in »
total tax of $SO000 (SI0000 x 5)
over five yoan

Thas, by clecting out of the in
stallment moethod under these facts,
the taxpayer would save $22 000

A second planmng possabality 1s
10 use & tax-free exchange 10 avoid a
current tax on the gan as long as no
“hoot™ is recetved. Previously pro-
posed tax law changes would have
taved any gain in excess of $SI00000
currently: thus, if such a change
were enacted, a tan-froe exchange
would not avosd tax 10 the extent
such gain exceeds $I00000. Foeego-
ing # tax-froe exchange, paywng the
tax currently. and obtaming a basis
step-up mught be advantageous o
future tax rates were 10 increase
greutly, since there may be hagher
present values of the tax savings
from deprecuation @
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TUNE IN TO CPE
Now there i a lively. engaging but

grams. Network anchors micrvics
accounting experts who definc, analy e
and advise firmn on the tricks and tragn
of 2 rapedly changing professonal
emvironment

The CPE Manager. s special odition
for sole pracutionens and firms with
under 10 professionads, focuses on i
vidusl and smadl busness tay manien
This version consists of three 20-

In addimon to qualifying cach par-
ticipant for wp 10 six houns of CPE per
month . the s can be wsod o an

Education Network, Inc., 1270 Ave-
nue of the Ameriom, 29th FL, New
York, NY 10020, (800) 622-1080.

IN-HOUSE TAX PREP SOLUTION
Imeractive Financial Services (IFS)
revemtly introduced the 1958 veruon of

shon of IFS' tax service burcau offers

the optaon of processing & comprehemsive
range o individual and besincss returms
< Forms 140, 1065, 1120, 11208, 1081,
supporting schodules, and oty and state
returms - directly omto the deplay wreen
o from hardoopy input forms. AMT,

Seprocustion are just a few of the calow
lamsons that lelax performs
auomatically

Chose linkage betwoen the service
burcaus’ (Dynatas and Usitan ) technol -
ogy and the w-bouse package allows
sysem cnhancements b0 hemeft wmall
and modm-sizod peactices. IFS 1och
nucal telephone sopport stafll and wr-
vice cemters offier & “safety met” that can
take the boad off expanding practices

A sampic 1987 wystem eshanood with
19RE uner features o avslable tow for
$49 The complete 1988 package, want-

ERIR. .Y

i

e available n
IFS, Inc., 4225 F.
. Amabeim, CA 92807

i

BUDGET FORECASTING
MADE SIMPLE

Did you ever wonder what would hap-
pon if you increased your billing rates
and salatios by S%7 I you made Joms-
than 3 pertact i 19907 If you mowed to
& new office with higher rent” Now,
forrcasting and Sudpet proparateon can
be an adventure with CPA*Model, &
software yystem hascd on an intuttive
fve-saop provess.

The sssicn gencrancs maltphe “what
o™ scenarion Ko changes in Sllng
rates, stafl, chargesbic porcomtages snd
merpen. propecied financial resals for
uccoMIve yeans: and badpets based on
month, quarier, year and department
Starting with 3 standard firm income
staernest . you can cussomize blling
and expemie caloulations by reviseg
Sormalen already @ the ywwiom. and
thorotry avord frustrating boues spun
starting from scrach

Although v seed aot have wn
competer exponence. the software
reguires [BM IFC, XT. AT or comput-
Nie hardware with 6400 memory and »
hard drive, as well s IC or MSDOS.



