SAMPLE RFP

Note to Applicants:

The effort you put into drafting your RFP will be reflected in the proposals you receive. We provide you with a sample RFP to help guide you through the process, but many areas of the RFP are to be customized by you, the local government. We ask you to put in the time and effort to develop a complete RFP for your own benefit – it will help ensure that you receive high-quality proposals with a relatively small spread in costs. It should be a priority to clearly explain the facilities you wish to have audited, details about the systems within those facilities, and guidance about any uncommon or particularly energy-intensive system within those facilities.

Pay particular attention to the highlighted regions, as they MUST be customized by you, the local government. The other portions of the RFP may also be customized by you, so please read them carefully.
If you have any particular energy projects that you wish to include within the scope of this audit, include them in an appropriate section of the scope, or create a new section. For instance, if you are particularly interested in having solar panels on the roof of your XYZ building, add to the “Renewable/Distributed Energy Measures” section that you are particularly interested in having solar panels installed on the roof of your XYZ building, and the auditing firm should perform a high level assessment on the practicality of that installation.

Please contact the Government Audit Program Manager at DP&L, 937-331-4770, with any questions about expanding upon the scope of work. 
Please delete this page before submitting your draft RFP for review.
ACME MUNICIPALITY

[Utilize Official Letterhead]

[Insert Address]
[Insert Contact Name] 





Phone:  [Insert Phone #] 

[Insert Title]






Fax:      [Insert Fax #]








E-mail: [Email Address]


[Insert Date]

[Insert Audit Firm Name][Insert Audit Firm Address]
Dear [Insert Name of Engineering Firm Recipient],

The [Insert Legal Name of Municipal Entity] is requesting proposals from audit firms to perform energy audits on our facilities in connection with the Dayton Power & Light Government Energy Audit Program (“Program”). The selected firm will work with us to ensure all requirements of the Program are met. 

Your proposal for energy audits shall be in accordance with the attached General Proposal and Scope of Work Requirements.

Please provide proposed fixed price audit costs for each facility listed under List of Facilities. Also, in the event you feel it may not be cost effective or it would be otherwise imprudent to perform an audit on one or more facilities, please provide an explanation.

Please submit your proposal no later than [Insert Date and Time] to the following address:

[Insert Name of Receiving Municipal Official and Address]
Sincerely,

John Doe

[Insert Title] 
General Proposal Requirements

Each audit firm shall respond to the Request for Proposals by the stated deadline with a comprehensive proposal and work plan, which shall include, but is not limited to, the following:
· A detailed proposal and Work Plan to perform the scope of work 

· A proposed schedule identifying deliverable items to be submitted as evidence of completion of each task and/or sub-task 

· The proposed hourly rate in addition to person-hour and/or labor category mix: A comprehensive chart showing the person-hours proposed to meet the requirements of the request for competitive quotes. 
· A firm, fixed price for the engagement based on the proposed scope of work, hourly rates and schedule, listed per each facility.

· In the event you deem it to be not cost effective or otherwise imprudent to perform energy audits on one or more facilities listed in the RFP, provide an explanation as to why for each such facility.

· Basis of Award:
The issuing entity,  _________ may select an auditing firm based on the following factors:

If the audit firm is unable to participate in a specific audit due to a conflict of interest or scheduling, it shall decline the request for a competitive quote in writing to the requester.

Scope of Work Requirements

For each facility/building listed below under List of Facilities:

Targeted ASHRAE Level I Audit:  
The audit shall encompass the entire ASHRAE Level I audit scope, and additionally includes an analysis of how to integrate DP&L’s rebate programs into the project implementation plans. 

A DP&L Targeted ASHRAE Level I audit includes the following steps:

1. Classify the primary use of the building and determine the building’s gross conditioned square footage.

2. Compile historic usage and costs for energy utilities, including electric and natural gas, for the 24-36 months prior to the audit.  Review monthly patterns for irregularities. Identify the utility rate schedules under which services are provided to each meter and look for opportunities to take advantage of a different utility rate class.

3. Enter the required building and utility data into the ENERGY STAR® Portfolio Manager energy benchmarking system. Report the resulting EPA score for each building.

4. Compare the Energy Utilization Index (EUI) and the cost index with facilities having similar characteristics.

5. Derive target energy, demand and cost indices for a facility with the same characteristics as audited facility.

6. Compare the energy and cost savings for each fuel type if the facility were to reach the target EUI.

7. Perform a walk-through survey of the facility to become familiar with its construction, equipment, operation and maintenance.

8. Inventory equipment, including pertinent information for all energy consuming lighting, HVAC, process and other equipment including estimate of equipment efficiency and remaining useful life. For example, for lighting, provide existing fixture type, existing lamp type, existing lamp count and existing ballast type, current watts per fixture and current energy cost per room/building. Similar details should be provided for other equipment, including process equipment in the case of process facilities such as sewage treatment plants.

9. Meet with the owner/operator and occupants to learn of special problems or needs of the facility.  Determine if any maintenance problems and/or practices may affect efficiency.

10. Perform a space function analysis.  Determine if efficiency may be affected by functions that differ from the original functional intent of the building.

11. Identify low-cost/no-cost changes to the facility or to operating and maintenance procedures, and determine the savings that will result from these changes.

12. Identify potential Energy Conservation Measures (ECMs) for further study, and provide an initial estimate of potential costs and savings, including identification of all applicable DP&L Rebates and the estimated value of those incentives.
The report for the DP&L Targeted Level I Audit should include, at a minimum:

1. Quantification of savings potential from changing to a different utility price structure.

2. Discussion of irregularities found in the monthly energy use patterns, with suggestions for their probable causes.

3. Description of the ENERGY STAR® Portfolio Manager energy benchmarking system, including instructions to customer on how to continue to use the system to measure their progress/savings.  Where the Energy Utilization Index of similar buildings is used for comparison, identify the buildings by name.   

4. Total energy and demand cost by fuel type for the last 24 months (36 months, if available).

5. The fraction of current costs that would be saved if the energy index were brought to the target level.

6. A summary of any problems or needs identified during the walkthrough survey, including possible revisions to operating and maintenance procedures.

7. A preliminary energy use breakdown by major end uses, with a graphical portrayal of % lighting, HVAC, motors, other.

8. A detailed inventory of equipment containing pertinent information for all energy consuming lighting, HVAC, process and other equipment including estimate of equipment efficiency and remaining useful life. For example, for lighting, provide existing fixture type, existing lamp type, existing lamp count and existing ballast type, current watts per fixture and current energy cost per room/building. Similar details should be provided for other equipment, including process equipment in the case of process facilities such as sewage treatment plants.

9. A listing of low-cost/no-cost changes with the savings for these improvements.

10. A narrative summary for each energy conservation measure recommended.  Clearly identify all assumptions and estimates used in the analysis.  Provide the following for each recommended ECM:

· Description of energy efficiency measure

· Estimated installation labor, material and total cost; along with source of cost estimate

· Estimated energy savings (kW, kWh, therms, etc.)

· Estimated annual and lifetime energy cost savings (including any assumptions regarding future energy costs, life of measure, etc.)

· Estimate of any rebates or financial incentives available through Dayton Power & Light’s Business Rebate Programs or from other sources (e.g., manufacturer rebates).  Efficiency levels should be specified to meet DP&L rebate eligibility requirements (i.e. SEER/EER ratings for HVAC and ballast factor/CEE certification for lighting)

· Estimated annual operating cost savings

· Simple payback

Method of Analysis: 
Provide a description and documentation of the tools used to perform the energy analysis and calculate energy savings estimates.

· Clearly identify all assumptions and estimates used in the analysis

Audit Firm Requirements:

· The selected audit firm shall perform an energy audit of all agreed upon buildings and facilities within 60 days of the date of the engagement for energy audit services between the engagement entity or cooperative purchasing partner and the energy audit contractor. 

· The energy audit shall assess current energy usage and costs, and identify, analyze and recommend energy efficiency measures and strategies for the purchase of energy. The energy audit shall include a complete inventory of meters and billing points for all sources of energy. The goal of the energy audit is to identify opportunities for reducing energy costs.

· Upon the award of the engagement, the contractor shall schedule and attend a meeting within five (5) business days with the engagement entity to discuss all pertinent items relative to the subject audit.

Scheduling:
Please indicate your scheduling requirements here. Include deadlines in the form of: __ weeks from notice to proceed.
Submittal Requirements: 

· Two (2) copies of a draft of the final audit report including a summary of the audit process and all recommendations shall be submitted: one copy to Dayton Power & Light and one copy to the government customer. The municipality or other local governmental entity’s critique of the draft report shall be confined to factual discrepancies and communicated to DP&L. These comments shall be incorporated into the contractor’s final audit report.  Subsequently, DP&L shall authorize the preparation of the final audit report. 

· Two (2) copies of final audit report shall be submitted: one copy to Dayton Power & Light and one copy to the engagement entity.

Copies of submittals, as outlined above, should be sent to each of the following addresses:

Dayton Power & Light

Energy Efficiency Programs
Attn: Government Program Manager
1900 Dryden Road

Dayton, Ohio 45439

and


[Insert municipal entity name and address]
Facility Descriptions

Please write a description of each of your facilities.  This description can be in paragraph form or bullet form, or however is easiest for you, but should include the information indicated below.

Facility Name


Address:

Used as: Explain if this facility is used as office space, as a storage facility, as garage space, as a treatment facility, as a school, etc.

Types of energy-using systems present: These might include, but are not limited to: lighting systems, heating, ventilation, and air conditioning systems, data centers, pumping systems

HVAC description: Provide information about the specific HVAC equipment present, along with a description of how it operates – is it controlled at a central location? Are some parts of the facility operated separately?


Additions: Provide dates of any additions that may have been put onto the facility
Utility accounts: Provide what types of utilities are provided to this facility, along with the number of utility accounts associated with this facility.  If an account is associated with more than one facility, state so here.
Metering: Provide the number of meters at this facility, including the number of submeters and master meters, if applicable.

Repeat above description for each facility.
List of Facilities

Following is the list of facilities to be included in this study:

Facility Name





Facility Square Footage
1. 
[List Each Facility On Separate Line]

[List Approx. SF of each Facility]

2.

3.
Please attach your Facility Data Forms to your RFP so the auditing firms receive some usage information for your buildings. Please be sure that you submit your RFP to the Business Program Manager before sending it to the auditing firms, to be sure the Scope of Work is permissible for the program.
