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REQUEST FOR PROPOSALS
Independent Contractor Bookkeeping Services
Western Colorado Area Health Education Center (WCAHEC)
Location: Remote; Western Colorado preferred
Estimated Time Commitment: Approximately 15–20 hours per month, with additional time potentially needed during budget preparation, audit/review preparation, grant reporting, and year-end
Proposal Deadline: October 31, 2026
Contract: Independent Contractor (1099), renewable annually
About WCAHEC
The Western Colorado Area Health Education Center (WCAHEC) is a nonprofit organization whose mission is to promote healthier communities through education and healthcare quality improvement and to improve access to healthcare in underserved areas.
WCAHEC provides personal healthcare learning experiences for community members and professional learning experiences for healthcare providers. We are dedicated to promoting healthcare careers and improving the supply, distribution, diversity, and quality of the healthcare workforce. WCAHEC emphasizes community-based training of healthcare providers through strong community and academic partnerships.
WCAHEC is governed by a regional volunteer Board of Directors committed to developing long-term strategies to address healthcare workforce and health-related needs throughout Western Colorado.
Position Overview
WCAHEC is seeking proposals from an experienced independent bookkeeper, accounting professional, or bookkeeping firm to manage the organization's day-to-day bookkeeping and support its overall financial operations.
The selected contractor will work collaboratively with WCAHEC's Executive Director and provide accurate and timely financial information to the Executive Director and Board Finance Committee. The Finance Committee provides financial oversight and reports to the full Board of Directors.
Because WCAHEC manages multiple grants, contracts, programs, and restricted funding sources, the successful contractor must be comfortable working within a nonprofit environment that requires detailed fund accounting, grant tracking, documentation, and strong internal financial controls.
Scope of Services
Monthly and Ongoing Responsibilities
· Maintain accurate financial records using QuickBooks Online.
· Record and properly classify all organizational income and expenses.
· Maintain an accurate chart of accounts and assist with accounting software needs.
· Process accounts payable and prepare checks and/or electronic payments for approval by the Executive Director or other authorized WCAHEC representative.
· Maintain appropriate separation between payment preparation and payment authorization.
· Reconcile all bank, credit card, and other applicable financial accounts monthly.
· Process payroll for approximately 9–10 employees and maintain accurate payroll records.
· Assist with payroll-related reporting and compliance requirements.
· Track restricted and unrestricted funds and accurately allocate revenue and expenses by grant, program, funding source, and other required categories.
· Monitor grant expenditures against approved budgets and assist WCAHEC in identifying potential discrepancies, concerns, or necessary budget adjustments.
· Maintain appropriate financial documentation supporting grant expenditures.
· Prepare monthly financial reports for review by the Executive Director and Board Finance Committee.
· Provide financial information in a format that allows organizational leadership and Board members to clearly understand WCAHEC's financial position.
· Maintain an organized and secure digital filing system for financial records, including invoices, receipts, payroll records, reconciliations, grant documentation, and payment approvals.
· Respond to reasonable financial information requests from the Executive Director and authorized Board representatives.
Grant Financial Management
· Assist with grant budget development and financial portions of grant applications as requested.
· Assist with grant financial writing and reporting requirements.
· Track expenditures by individual grant, funding source, program, and applicable budget category.
· Monitor restricted funding to help ensure expenditures are appropriately documented and allocated.
· Assist with preparation of financial reports required by funders.
· Provide supporting financial documentation for grant monitoring, reporting, reimbursement requests, and closeout.
· Work with the Executive Director and program staff to reconcile program expenses with approved grant budgets.
Quarterly and Annual Responsibilities
· Prepare quarterly financial statements and reports as requested.
· Assist the Executive Director and Board Finance Committee with annual organizational budget preparation.
· Monitor actual revenue and expenses against the approved annual budget.
· Assist with year-end closing procedures.
· Coordinate with WCAHEC's CPA for preparation of the organization's annual Form 990 and other applicable year-end requirements.
· Support WCAHEC's annual audit, financial review, or other independent financial examination as required.
· Prepare requested schedules, reconciliations, financial reports, and supporting documentation for the CPA, auditor, funders, or other authorized reviewers.
· Assist with responses to financial questions arising during audits, reviews, grant monitoring, or other financial examinations.
· Assist with preparation for the new fiscal year.
Internal Controls, Confidentiality, and Financial Security
WCAHEC places a high priority on strong internal controls, accountability, confidentiality, and protection of organizational assets and information.
The selected contractor will be expected to:
· Follow WCAHEC financial policies, approval procedures, and internal controls.
· Maintain appropriate segregation of financial duties whenever practical.
· Ensure payments are prepared but not released without required WCAHEC authorization.
· Maintain appropriate documentation and an audit trail for financial transactions and account changes.
· Protect banking, payroll, employee, vendor, donor, grant, and other confidential information.
· Use secure methods for accessing, transmitting, and storing WCAHEC financial information.
· Maintain appropriate security practices for QuickBooks Online, banking, payroll, and other financial systems.
· Promptly report suspected fraud, unauthorized transactions, cybersecurity incidents, accounting irregularities, or other financial concerns to designated WCAHEC leadership.
· Disclose any employees, subcontractors, or third parties who may have access to WCAHEC's financial records, accounts, or systems.
· Cooperate with WCAHEC in maintaining appropriate access controls when personnel or contractors change.
Minimum Qualifications
· Minimum of three years of professional bookkeeping experience, preferably with nonprofit organizations.
· Proficiency in QuickBooks Online.
· Strong understanding of fund accounting and nonprofit financial management.
· Experience tracking grants and restricted funds.
· Strong attention to detail and organizational skills.
· Ability to work independently and consistently meet monthly and grant-related deadlines.
· Excellent written and verbal communication skills and ability to work effectively with the Executive Director, staff, Board Finance Committee, and Board members.
· Ability to maintain confidentiality when working with sensitive organizational and employee financial information.
Preferred Qualifications
Preference may be given to individuals or firms with:
· Experience working with Colorado nonprofit organizations.
· Experience with federal, state, local government, foundation, or other grant funding.
· Familiarity with payroll processing and payroll reporting.
· Experience supporting nonprofit audits or financial reviews.
· Experience assisting with Form 990 preparation and year-end CPA coordination.
· Knowledge of nonprofit accounting best practices and internal controls.
· Experience preparing financial information for nonprofit Boards and Finance Committees.
· Experience assisting with grant budgets, financial narratives, reimbursement requests, and grant financial reporting.
Contractor Logistics
· This is an independent contractor relationship (1099), not an employee position.
· Approximately 15–20 hours of service are anticipated per month. Hours may increase during budget preparation, audit/review preparation, major grant reporting periods, and year-end.
· Work schedule is flexible, subject to established monthly, payroll, Board, grant, and reporting deadlines.
· Work may be completed remotely.
· Occasional in-person meetings in the Grand Junction area are helpful but not required.
· The contract is anticipated to be renewable annually based upon performance, organizational needs, funding, and mutual agreement.
· The contractor will be responsible for applicable taxes, insurance, licensing, equipment, and other obligations associated with operating as an independent contractor or business.
Proposal Requirements
Interested individuals or firms should provide:
1. A brief description of relevant bookkeeping and accounting experience, including nonprofit experience.
2. A description of experience with grant accounting, restricted funds, and financial grant reporting.
3. Experience with QuickBooks Online and payroll processing.
4. Proposed hourly rate, monthly retainer, or other fee structure. Please identify any services that would result in additional charges.
5. Estimated availability and proposed start date.
6. A description of how financial records, login credentials, banking information, and other confidential client information are secured.
7. Identification of any additional employees or subcontractors who would have access to WCAHEC financial information.
8. Two professional references from nonprofit clients, if applicable.
9. Disclosure of any actual or potential conflicts of interest.
10. Any additional information that demonstrates the proposer’s ability to meet WCAHEC's bookkeeping and financial management needs.
Proposal Evaluation
WCAHEC will evaluate proposals based on the overall qualifications and ability of the individual or firm to meet the organization's needs. Considerations may include:
· Nonprofit bookkeeping and accounting experience.
· Grant and restricted-fund accounting experience.
· QuickBooks Online and payroll experience.
· Understanding of nonprofit internal controls and financial security.
· Experience supporting audits, financial reviews, and Form 990 preparation.
· Ability to communicate effectively with organizational leadership and a volunteer Board.
· Availability and responsiveness.
· References.
· Proposed cost and overall value to WCAHEC.
Selection will not necessarily be based on the lowest-cost proposal.
WCAHEC reserves the right to request additional information, conduct interviews, contact references, negotiate the scope or cost of services, reject any or all proposals, or determine not to award a contract if doing so is in the best interest of the organization.
To Apply
Please submit your proposal electronically no later than October 31, 2026 to:
Georgia L. Hoaglund, Executive Director
Western Colorado Area Health Education Center
ghoaglund@wcahec.org
Please include "Bookkeeping Services RFP" in the subject line.
Questions regarding this RFP may also be directed to the email address above.
WCAHEC seeks a bookkeeping partner who values accuracy, transparency, confidentiality, responsiveness, strong internal controls, and responsible stewardship of nonprofit and grant funds.
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