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April 29, 2014 
 
City of Costa Mesa 
Office of the City Clerk 
77 Fair Drive 
Costa Mesa, CA 92628-1200 
 
Mayer Hoffman McCann P.C. is pleased to respond to your request to perform Agreed-Upon-
Procedures for Transient Occupancy Tax Audit Services for the City of Costa Mesa.  We are 
aware that while the City of Costa Mesa has solicited numerous proposals, Mayer Hoffman 
McCann P.C. (MHM) would be your best selection for the following reasons which are set forth 
in greater detail in our proposal: 
 

 
• The Irvine office of Mayer Hoffman McCann P.C. performed over 120 Transient 

Occupancy Tax (TOT) compliance audits in the last three years and have been 
successful in finding unreported revenues for our clients on a majority of the audits. 

 
• Our philosophy when performing compliance audits is using a strict interpretation of 

the City’s Municipal Code when determining compliance and placing the burden of 
proof on the business owner. 

 
• As part of our audit, we will provide feedback to the City regarding the language in the 

ordinance and the forms used to report and collect Transient Occupancy Taxes. 
 

• We conduct exit meetings with management of each business and have management 
sign an acknowledgement of the findings discussed at the exit meeting. This process 
makes the collection of unpaid taxes easier.  

 
Mayer Hoffman McCann P.C. thanks you for the opportunity to present our proposal 
qualifications and for the opportunity to be appointed as your independent auditors for Transient 
Occupancy Tax Audit Services.  I have read and will comply with all terms and conditions in the 
request for proposal. The fees noted in this proposal are valid for a period of 180 days. I look 
forward to you contacting me so that I may answer further any questions which you may have.  
You may contact me at (949) 783-1740 or JFarr@cbiz.com . 
 
Very truly yours, 
 
 
 
Jennifer Farr, C.P.A. 
Shareholder 
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Names & Titles of Corporate Board Members 

(Also list Names & Titles of persons with written authorization/resolution to sign contracts) 

 

    Names  Title  Phone 

___________________________________ ________________ ___________________ 

 

___________________________________ ________________ ___________________ 

 

___________________________________ ________________ ___________________ 

 

___________________________________ ________________ ___________________ 

 

___________________________________ ________________ ___________________ 

 

___________________________________ ________________ ___________________ 

 

 

Federal Tax Identification Number: __________________________________________  

 

City of Costa Mesa Business License Number: _____________________________ 

(If none, you must obtain a Costa Mesa Business License upon award of contract.) 

 

City of Costa Mesa Business License Expiration Date:     __________________________ 

 

 

See attachement

43-1947695

will obtain
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BACKGROUND AND PROJECT SUMMARY 
 
We have extensive experience performing Transient Occupancy Tax Audits for California cities 
and Counties as described further in the Qualifications section of the proposal. Based on this 
experience, we understand the scope of work defined in the request for proposal.  Our 
understanding of the work to be done and objectives to be accomplished are as follows: 
 

• We will audit the hotels selected by the City for compliance with the City’s Transient 
Occupancy Tax Code.  We understand that we will also test for compliance with the 
City’s Business Improvement Area Tax Code for certain hotels within the Business 
Improvement Area.  
 

• Our audits will cover a one year period ending June 30, 2014, 2015, or 2016 as 
determined by the City. 
 

• Draft reports will be provided to the Assistant Finance Director within 40 days after the 
completion of fieldwork. 
 

• Final reports will be provided within 60 days of completion of fieldwork, assuming 
comments on the draft reports are received by the Assistant Finance Director within that 
time frame. 
 

• We will provide the City with electronic and paper copies of each report.  We will also 
provide the City with a bound document containing all reports issued.  This consolidated 
bound report will include a transmittal letter to the City that will include a summary of 
additional tax due by hotel and recommendations we have for the City related to the Code 
and forms used by the City to assist the City with future compliance. 
 

• Our objectives when completing Transient Occupancy Tax audits include the following: 
 

o Detecting and reporting noncompliance with the Code 
 

o Calculating amounts due to the City, including penalties and interest 
 

o Clearly explaining the findings to the hotel management and obtaining their 
acknowledgement of the findings 

 
o Providing support to the City if findings are questioned after the reports are issued 

 
o Providing feedback to the City on ways to improve ongoing compliance with the 

Code 
 

o Ensuring our audit documentation conforms to the attestation standards 
established by the American Institute of Certified Public Accountants 
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METHODOLOGY 
 

Our philosophy when performing compliance audits is using a strict interpretation of the City’s 
municipal code when determining compliance and placing the burden of proof on the hotel 
owner.  
 
Prior to the start of audit fieldwork, we will perform the following procedures: 
 

1. Review the City’s Code for Transient Occupancy Taxes and Business Improvement 
Area Assessment 

 
2. Provide the City with a form letter to notify the hotel of the upcoming audit. 
 
3. Call hotel to schedule the audit.  We typically provide a few optional dates for the audit 

and work with the hotels to find a mutually agreeable audit start date.   
 
4. Send the Hotel an audit request list at least a week prior to the audit start date. 
 
5. Review the results of prior audits for the Hotel to determine if there are areas that 

require follow up. 
 

6. Discuss any specific concerns the City has with the Hotel. 
 

7. Provide the audit schedule to the City 
 
Our fieldwork procedures at each Hotel include the following procedures for a three year look 
back period: 
 

8. We will obtain all reports provided by the hotel owner to the City for the period under 
audit. 

 

9. We will interview the appropriate individuals responsible for recording revenues 
reported to the City. We will document and walkthrough a typical transaction from 
billing to collection to recording to deposit, if any.  During the process, we will gain an 
understanding of the specific system reports used to generate reporting to the City and 
determine what adjustments are made to any system reports or files.  We will determine 
how gross rents and uncollected rents are accounted for in the system.  We will inquire 
about complementary rooms and barter transactions. 

 
10. We will determine if reports were submitted to the City on time or penalties were 

properly calculated if TOT returns were late. 
 

11. We will calculate the mathematically accuracy of the amount due to the City based on 
the applicable tax rate.   

 

12. We will trace information from the reports provided to the City to hotel reports and 
accounting records supporting the amounts reported.   

 

13. We will review the Hotel’s reports and financial statements to identify revenues that are 
not included as taxable for calculation of the tax.  We will evaluate the reasonableness 
of the exclusion. 

 

14. We will select a sample of monthly revenues reported to the City and trace revenues to 
detailed reports by customer (daily reports).  From these detailed reports, we will select 
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a sample of customer folio’s to verify that all amounts collected from the customers are 
reflected in the system reports.  

 

15. We will evaluate the hotel owner’s adherence to charging Transient Occupancy Taxes 
through review of folios.   

 

16. For any exemptions noted, we will review a sample of exemptions and trace to evidence 
that it allowable (e.g. government employee, stay longer than 30 days, etc.).  For 
government employees, this will include obtaining a copy of the government exemption 
documentation. 

 

17. We will obtain information about complementary rooms including whether or not tax 
was paid on complementary rooms.  We will include information about the number of 
complementary rooms given in our report. 

 

18. We will conduct an exit meeting with the hotel management summarizing our findings 
to ensure we answer any questions they have about our findings. We will ask the hotel 
management to sign an exit meeting summary of the findings. 

 

19. We will issued an agreed-upon-procedures report in accordance with the standards 
established by the American Institute of Certified Public Accountants.  The report will 
identify the agreed upon procedures performed, results reached and recommendations. 
The report will include a schedule of revenue reported, taxes paid and exemptions 
reported to the City, audited amounts, and amounts due to the City along with penalties, 
if applicable. 

 

20. We will provide the draft report to the City for review within 40 days of the end of 
fieldwork. We will finalize the report within 5 days of the City’s review, but not later 
than 60 days after the end of fieldwork. 

 
Requests of City Staff 
 
To enable us to perform the audits successfully, we request that the City provide us with a copy 
of the Transient Occupancy Tax Returns filed with the City during the audit period.  If not clear 
from the return itself, we will also request information to determine the date the return was 
received by the City.   
 
During the audits, we will keep the City informed of any difficulties we have related to hotel’s 
refusals to provide us information and issues that are subject to an interpretation of the City’s 
Code.  While we do not anticipate having these problems, if these problems arise, we will ask the 
City for advice on how to proceed.   
  
Schedule 
 
We propose the following schedule, subject to City approval. 
 
 Approval of Contract August 12, 2013 
 Notification letters sent out by City August 2013 
 Scheduling and request lists sent by MHM August 2013 
 Audit Fieldwork September – October 2013 
 Draft reports provided to City October – November 2013 
 Finalize all report November – December 2013 
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QUALIFICATIONS 
 
We have extensive experience performing Transient Occupancy Tax Audits for California cities 
and Counties. We have performed over 120 Transient Occupancy Tax (TOT) compliance audits 
in the last three years and have been successful in finding unreported revenues for our clients on 
a majority of the audits. The following is a listing of certain contracts awarded or performed in 
the last three years. 
 
County of San Diego 
 
In 2012, we were awarded a contract with the County of San Diego to perform 10 Transient 
Occupancy Tax audits a year for three years.  In our first year, we found exceptions in 8 of the 10 
audits which more than paid for the cost of the audit services for all three years combined. 
 
City of Huntington Beach 
 
We were engaged in 2013 to perform 22 Transient Occupancy Tax audits and 27 Concessionaire 
audits over a three year period.  In the first year, we tested 9 hotels and reported errors in all 
hotels tested amounting to $14,750 of additional tax due to the City. 
 
City of Culver City 
 
We were engaged in 2013 and in 2009 to perform Transient Occupancy Tax Audits for the City 
of Culver City. In 2013 and 2009 we audited 18 hotels in the City and completed our procedures 
within the required timeframe. In 2013, we found errors in 11 of the 18 hotels amounting to over 
$100,000. In 2009, we found errors in 14 of the 18 hotels amounting to over $160,000.  
 
City of Commerce 
 
In 2013, we were engaged to perform TOT audits for two hotels.  We found exceptions in both 
hotels which more than covered the cost of the audits. 
 
City of Dana Point 
 
We were engaged in 2010 to perform thirteen Transient Occupancy Tax audits for the City of 
Dana Point for the years 2007, 2008, and 2009.  Procedures included review of internal controls, 
the verification of gross revenues, testing the accuracy of TOT tax remitted, allowance of 
exemptions, review of Operators total revenues to ensure all taxable revenues are included in the 
gross revenues reported, and the determination of any amounts due to or from the City. Our 
findings exceeded $1 million. 
 

City of Inglewood 
 
In 2010 we performed 45 Transient Occupancy Tax audits for the City of Inglewood. Procedures 
included review of internal controls, the verification of gross revenues, testing the accuracy of 
TOT tax remitted, allowance of exemptions, review of Operators total revenues to ensure all 
taxable revenues are included in the gross revenues reported, and the determination of any 
amounts due to or from the City.   
 
City of Indian Wells 
 
We were engaged in 2010 and previous years to perform Transient Occupancy Tax audits of the 
City’s four hotels.  We also performed agreed-upon-procedures on the tennis stadium and golf 
course operating agreements.  
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City of Rancho Mirage 
 
For the years 1991 through 2010, we performed certain audits and agreed-upon procedures in 
regard to Hotel/Motel Operators’ compliance with the City’s Transient Occupancy Tax Codes.  
The engagement covered 8-14 agreed upon procedures engagements per year.  Procedures 
included review of internal controls, the verification of gross revenues, testing the accuracy of 
TOT tax remitted, allowance of exemptions, review of Operators total revenues to ensure all 
taxable revenues are included in the gross revenues reported, and the determination of any 
amounts due to or from the City.   
 
Additionally, we have performed transient occupancy tax audits for the following Cities: 
 
 City of West Covina 
 City of Lake Forest 
 City of Whittier 
 City of Carlsbad 
 City of Laguna Hills 
 City of Orange 
 City of Aliso Viejo 
 
 
References 
 
 

For your convenience, we have listed below references for some of the recent audits we have 
preformed that are similar in scope. 

            
Name of Client/Contact            Type of Audit Approximate Fee 

 
 

City of Culver City Transient Occupancy Tax audits              $28,000 
Jeff Muir 
Chief Financial Officer 
(310) 253-5865 
Jeff.muir@culvercity.org  
 
 

   City of Inglewood                       Transient Occupancy Tax audits            $50,000 
   Sharon Koike 
   Acting Finance Director 
   (310) 412-8724 
   skoike@cityofinglewood.org  

 
 
County of San Diego                  Transient Occupancy Tax audits        $60,000 
Sharyl Hunt 
 (619) 531-5265 
Sharyl.hunt@sdcounty.ca.gov  
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About Mayer Hoffman McCann P.C. 
 
Mayer Hoffman McCann P.C. is a National CPA Firm.  The firm is independently owned and 
operated through its 270 shareholders.  The firm began in Kansas City, Missouri in 1954.  After 
years of steady growth the Firm expanded into a National Practice.  Mayer Hoffman McCann 
P.C. currently operates from 35 offices throughout the United States and is licensed in all 50 
States.  Mayer Hoffman McCann P.C. is closely aligned with CBIZ (NYSE:CBZ).  The 270 
shareholders in 35 Mayer Hoffman McCann P.C. offices direct the resources of approximately 
2000 Accounting and Audit professionals who services the attest clients of Mayer Hoffman 
McCann P.C. 
 
The Western Region Office of Mayer Hoffman McCann P.C. work closely together in servicing 
clients and sharing professional resources among offices.  Those offices locations are as follows: 
 

• San Diego, California 
• Irvine, California (Government services headquarters) 
• Irvine, California (SEC services headquarters) 
• Los Angeles, California 
• Bakersfield, California 
• Oxnard, California 
• San Jose, California 
• Salt Lake City, Utah 
• Phoenix, Arizona 

 
The Western Region offices have more than 425 professional accounting and audit personnel 
available to the 56 shareholders of Mayer Hoffman McCann P.C. in the Western Region offices. 
 
MHM plans to provide the audit services to the City of Costa Mesa from full-time staff located in 
our Irvine office.  The Irvine office joined MHM on January 1, 2006.  This office is the former 
CPA practice of Conrad and Associates, L.L.P., a 35 year old CPA firm which has been 
nationally and locally recognized for its expertise in governmental accounting and auditing.  The 
Irvine office is the technical and practice unit designated within MHM for governmental 
expertise and training for MHM on a national level.  A breakdown of the Irvine Office’s 
personnel by classification is as follows: 
 
 

Classification 
Number of 

Employees 

Shareholders/Partners 6 

Managers 10 

Seniors 15 

Staff 16 

Administrative support   3 

   Total personnel 50 
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STAFFING 
 
The successful outcome of any audit requires personnel with the managerial and technical skills 
to perform the work required.  The engagement team who will serve the City of Costa Mesa have 
served together as a team of professionals on numerous audit. 
 
We believe that efficient administrative management and supervision of the audits is an 
extremely critical factor in achieving the desired results for the City of Costa Mesa.  In that 
regard, our proposal organizational structure for providing independent auditing services is as 
follows: 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

City of Costa Mesa 

Partner 

Jennifer Farr, CPA, MBA 

Supervising Senior  

Jeff Ball 
 

Technical Review Partner 

Ken Al-Imam, CPA 
 

Senior  

Erick Martin 
 

Associate II 

Eric Leon 
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METHODOLOGY 
 

Our philosophy when performing compliance audits is using a strict interpretation of the City’s 
municipal code when determining compliance and placing the burden of proof on the hotel 
owner.  
 
Prior to the start of audit fieldwork, we will perform the following procedures: 
 

1. Review the City’s Code for Transient Occupancy Taxes and Business Improvement 
Area Assessment 

 
2. Provide the City with a form letter to notify the hotel of the upcoming audit. 
 
3. Call hotel to schedule the audit.  We typically provide a few optional dates for the audit 

and work with the hotels to find a mutually agreeable audit start date.   
 
4. Send the Hotel an audit request list at least a week prior to the audit start date. 
 
5. Review the results of prior audits for the Hotel to determine if there are areas that 

require follow up. 
 

6. Discuss any specific concerns the City has with the Hotel. 
 

7. Provide the audit schedule to the City 
 
Our fieldwork procedures at each Hotel include the following procedures for a three year look 
back period: 
 

8. We will obtain all reports provided by the hotel owner to the City for the period under 
audit. 

 

9. We will interview the appropriate individuals responsible for recording revenues 
reported to the City. We will document and walkthrough a typical transaction from 
billing to collection to recording to deposit, if any.  During the process, we will gain an 
understanding of the specific system reports used to generate reporting to the City and 
determine what adjustments are made to any system reports or files.  We will determine 
how gross rents and uncollected rents are accounted for in the system.  We will inquire 
about complementary rooms and barter transactions. 

 
10. We will determine if reports were submitted to the City on time or penalties were 

properly calculated if TOT returns were late. 
 

11. We will calculate the mathematically accuracy of the amount due to the City based on 
the applicable tax rate.   

 

12. We will trace information from the reports provided to the City to hotel reports and 
accounting records supporting the amounts reported.   

 

13. We will review the Hotel’s reports and financial statements to identify revenues that are 
not included as taxable for calculation of the tax.  We will evaluate the reasonableness 
of the exclusion. 

 

14. We will select a sample of monthly revenues reported to the City and trace revenues to 
detailed reports by customer (daily reports).  From these detailed reports, we will select 
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JENNIFER FARR, CPA, MBA 

ENGAGEMENT SHAREHOLDER 

California CPA Certificate No. 76292, October 1998 

ROLE ON PROJECT 
 
Ms. Farr will serve as the Engagement Shareholder on this project.  She will oversee the project 
to ensure all required deadlines are met, provide technical assistance to the audit teams, and 
review the final reports before they are released.  Ms. Farr is a Certified Public Accountant with 
over 16 years experience in local government auditing. Ms. Farr has been a speaker on matters 
pertaining to technical issues and new GASB pronouncements. Ms. Farr is also responsible for 
the firm-wide training for the Government Services Division of MHM in the area of local 
governmental accounting and auditing. 

 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

TRANSIENT OCCUPANCY TAX  AUDITS 
 
Ms. Farr has performed hotel audits for the following governments: 
 

City of Dana Point     
City of Commerce 
City of Culver City 
City of Huntington Beach 
City of Indian Wells     
City of Rosemead 
City of West Covina     
City of Walnut Creek 
County of San Diego 
 
Ms. Farr has also been the Technical Review Partner on the City of Rancho Mirage, the City of 
Inglewood, the City of Carlsbad and other transient occupancy tax audits. 
 
Ms. Farr has been providing financial statement and compliance auditing services to Cities, 
Special Districts, and other Government Agencies in California for the last 16 years. 

PROFESSIONAL EXPERIENCE 
 

• 16 years - Mayer Hoffman McCann P.C.  
(formerly Conrad and Associates, LLP) 
 

• 1 ½ Years - Ronald Blue and Co. 

EDUCATION 
 

• Bachelor of Arts - Business Administration/Accounting 
(California State University, Fullerton) 

 
• Bachelor of Arts - English  (California State University, 

Fullerton) 
 

• Masters of Business Administration (California State University, 
Fullerton) 

 



9 
 

Mr. Al-Imam will serve as the Technical Review Partner on the engagement. Mr. Al-Imam is 
an active member and past president of CCMA (California Committee on Municipal 
Accounting).  He has made presentations in public hearings before the Governmental Accounting 
Standards Board (GASB) and has been part of the committee contributing to the past two GASB 
implementation guides. Mr. Al-Imam has a degree in Business Administration – Accounting 
from California State University Fullerton. Mr. Al-Imam’s California CPA license number is 
32377E.    
Mr. Jeff Ball is a Supervising Senior.  Mr. Ball has been with the firm for six years and has in-
charged and worked on numerous local government and nonprofit audits. He has also performed 
a number Transient Occupancy Tax audits and Revenue Compliance audits for various 
municipalities over the past year, including the County of San Diego, City of Huntington Beach, 
City of Culver City, City of West Covina, City of Rancho Mirage, and the City of Dana Point.  
Mr. Ball will be responsible for the scheduling and coordination of the audits.  Mr. Ball will 
perform several of the audits and provide oversight to the other auditors assigned to perform the 
audits.  Mr. Ball will review all draft reports for each audit. Mr. Ball has a degree in Accounting 
from University of California, Santa Barbara.   
 
Mr. Erick Martin will serve as one of the Senior Auditors.  Mr. Martin has been with the firm 
for three years and has in-charged numerous local government and nonprofit audits. He has also 
performed a number Transient Occupancy Tax audits for the City of Culver City, City of 
Inglewood, City of Indian Wells, and the County of San Diego. Mr. Martin has a degree in 
Business Administration – Accounting from California State University Fullerton.  
 
Mr. Eric Leon is an Associate II Auditor.  Mr. Leon has been with the firm for over two years 
and has worked on numerous local government and nonprofit audits. He has also performed a 
number Transient Occupancy Tax audits for the City of Culver City, the City of Huntington 
Beach, and the County of San Diego. Mr. Leon has a degree in Business Administration – 
Accounting from Cal Poly Pomona. 
 
 
Estimated Hours for the First Year (11 Hotels) 
 
 Name Title Estimated Hours 
 
 Jennifer Farr Shareholder 30 
 Ken Al-Imam Technical Reviewer 6 
 Jeff Ball Supervising Senior 100 
 Erick Martin Senior 50 
 Eric Leon Associate II   50 
 
      Total  235 
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FINANCIAL CAPACITY 

 
 

MHM’s Association with CBIZ MHM 
 

CBIZ MHM is one of the nation’s leading providers of outsourced business services, 
including accounting and tax, benefits and insurance, and a wide range of consulting 
services. CBIZ is traded on the NYSE: CBIZ.  Mayer Hoffman McCann P.C. and CBIZ 
MHM have a strategic association and together are operating under an alternative practice 
structure, which is similar to other national CPA firms. 
 
The last audited financial statements of CBIZ MHM are available online at 
http://phx.corporate-ir.net/phoenix.zhtml?c=73481&p=irol-reports or at www.cbiz.com 
under investor relations.  Under the normal course of business, Mayer Hoffman McCann 
P.C. and CBIZ MHM are subject to claims and lawsuits.  The organization has sufficient 
insurance to cover all such claims. 
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DISCLOSURE 
 
Neither Mayer Hoffman McCann P.C. nor key employees included in this proposal have any 
current business or personal relationships with any current Costa Mesa elected official, appointed 
official, City employee, or family member of any current Costa Mesa elected official, appointed 
official, or City employee. 
 
Mayer Hoffman McCann P.C. performed the City of Costa Mesa’s annual independent audit for 
the fiscal year ended June 30, 2012 and prior years.  This past professional business relationship 
does not impair our independence to provide the services noted in this proposal. 
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SAMPLE AGREEMENT 

 
We have reviewed the sample agreement included in the Request for Proposal and have no 
exceptions or conditions to the agreement.  We currently maintain the minimum insurance 
requirements noted in the sample agreement and request for proposal Appendix G.  
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System Review Report 
 
 
 
 
To the Shareholders of Mayer Hoffman McCann P.C. 

and the AICPA National Peer Review Committee 
 
We have reviewed the system of quality control for the accounting and auditing practice of 
Mayer Hoffman McCann P.C. (the Firm) applicable to non-SEC issuers in effect for the year 
ended April 30, 2011. Our peer review was conducted in accordance with the Standards for 
Performing and Reporting on Peer Reviews established by the Peer Review Board of the 
American Institute of Certified Public Accountants. The Firm is responsible for designing a 
system of quality control and complying with it to provide the Firm with reasonable assurance of 
performing and reporting in conformity with applicable professional standards in all material 
respects. Our responsibility is to express an opinion on the design of the system of quality 
control and the Firm’s compliance therewith based on our review. The nature, objectives, scope, 
limitations of, and the procedures performed in a System Review are described in the standards 
at www.aicpa.org/prsummary.  
 
As required by the standards, engagements selected for review included engagements 
performed under the Government Auditing Standards; audits of employee benefit plans, and 
audits performed under FDICIA. 
 
 
In our opinion, the system of quality control for the accounting and auditing practice of Mayer 
Hoffman McCann P.C. applicable to non-SEC issuers in effect for the year April 30, 2011, has 
been suitably designed and complied with to provide the Firm with reasonable assurance of 
performing and reporting in conformity with applicable professional standards in all material 
respects. Firms can receive a rating of pass, pass with deficiency(ies) or fail. Mayer Hoffman 
McCann P.C. has received a peer review rating of pass.  
  

a1 
 
August 12, 2011  




