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REQUEST FOR PROPOSAL: COMMISSIONING SERVICES

***HOW TO USE THIS TEMPLATE***

The following template provides a structure for developing a request for proposal for commissioning services satisfying the intent and requirements of EAc2.1: Existing Building Commissioning—Investigation and Analysis, Option 1. Basic project-specific data should be customized as needed and particularly where indicated in red, and final text should be changed to black. 

We are delighted to invite your firm to submit a proposal for building commissioning services on the following project. (Qualifying teams will have a minimum of: Experience with two projects of similar size and complexity.)

Project:
Name 
Date:

DateMM, DD, YYYY


RFP Contents:
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· Project Profile

· Project Team

· Project Schedule

· The Scope of Work:

· Team Cooperation

· Proposal Requirements

PROJECT PROFILE
Client Name (Client) is inviting proposals for “building system commissioning services” for building name. The project is a, # story building at building address. The program includes a building type targeting LEED Existing Building Operations and Maintenance (EBOM) certification. 

The commissioning services shall meet all the requirements of LEED-EBOM EAc2.1: Existing Building Commissioning—Investigation and Analysis, Option 1. Please contact the party issuing the RFP with any questions. (See contact details under Proposal Requirements.)

PROJECT TEAM
The project team consists of the following:

· Facilities manager

Facilities Manager’s Name 

· Building operations staff 
Building Operations Staff
· LEED consultant 

LEED Consult’s Name 

PROJECT SCHEDULE
The project’s performance period extends from MM-DD-YYYY to MM-DD-YYYY.

THE SCOPE OF WORK
The owner is committed to commissioning this facility, to systematically identifying opportunities for optimizing the building and its ancillary systems, and to meeting the requirements of LEED-EBOM EAc2.1: Investigation and Analysis, Option 1. The commissioning agent (CxA) will provide suitable documents for the required credit before termination of contract. The CxA will be hired by the owner and report directly to the owner. 

Commissioning services will consist of: 

· Developing a retro-commissioning plan for the building’s major energy-using systems 

· Documenting the breakdown of energy use in the building 

· Developing procedures for and overseeing functional testing and systems diagnostics of the building systems

· Identifying any operating problems 

· Identifying any and all potential capital improvements related to energy use and occupant comfort 

· Providing a cost-benefit analysis for cost-effective capital improvements. 

The CxA shall coordinate with the facilities manager, building operations staff, and LEED consultant on scheduling, and shall integrate activities into the overall project schedule per the LEED-EBOM Reference Guide.  

A. Systems to be commissioned:
· Heating system and distribution

· Cooling system equipment and distribution 

· Air-handling and fan-coil units and air distribution system 

· Ventilation and exhaust systems 

· HVAC controls 

· Lighting and daylighting controls 

· Electrical submetering systems 

· Domestic hot-water system.

B. Commissioning Services 

The following services define the scope of work according to LEED-EBOM EAc2.1: Investigation and Analysis, Option 1:  

1. Fully develop a retro-commissioning plan detailing the roles, responsibilities, and actions required to commission the facility, along with a timetable for completion. Develop the plan at the outset of the project, and define all actions to be taken by the CxA. Identify a team member to be present for each activity. Include a checklist of all equipment to be tested.  

2. Review all building documents, including mechanical drawings, equipment specifications, operations and maintenance manuals, utility bills, and operating documents. 

3. Conduct a site assessment to understand how the building systems currently operate and why the equipment was selected. 

4. Conduct interviews with the building operations staff.
5. Undertake a detailed energy-use breakdown, including energy use by individual systems and processes. 

6. Develop specific equipment and system, functional performance test procedures and diagnostic monitoring based on energy management control system trend logging, stand-alone portable data logging, and manual function testing for applicable project systems:
7. Submit a Master List of Findings to the client, identifying all the operating problems that affect occupants’ comfort and energy use and detailing any and all problems identified during the investigation and analysis phase. Include a cost-benefit analysis for each operational problem and proposed change. 

PROPOSAL REQUIREMENTS
Three copies (or one electronic copy) of the proposal shall be submitted by end of day, Date: MM-DD-YYYY to:

Facility Manager or Building Engineer

Title

Company seeking Cx Authority 

Street Address

City, State, ZIP Code

Phone Number 

Email

The following must be included in the proposal:

1. Two references for the firm and the individuals proposed to commission the project

2. Relevant certifications and accreditations

3. Qualifications and experience of the firm and commissioning team (minimum: Experience with two similar projects)

4. Assumptions and expectations from the client and the project team to support commissioning activity

5. A breakdown of the fee as follows:
a) Investigation and Analysis: Commissioning fee

b) Investigation and Analysis: Expected hours of work

c) Additional anticipated expenses (if applicable)
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