REQUEST FOR PROPOSAL

FOR INDEPENDENT COMMISSIONING PROVIDER SERVICES

--Basic Version--

RFP Writer:


This template is intended to be applicable for cases when commissioning starts in design or when it starts during early construction, and for cases where the proposal is a fixed fee or a negotiated contract. The instruction boxes guide the modifications to fit each scenario.

For the construction phase tasks, the RFP Writer should understand clearly the management and responsibility scenario in the specifications and contracts. 

When the contractor is required to hire a “test engineer” or “commissioning coordinator,” etc., the roles of that party can easily be confused and overlapped with the commissioning provider or authority that may be hired by the owner. 

This RFP is intended for the independent commissioning provider or authority when there is not a contractor-hired test engineer or commissioning coordinator performing many of the day-to-day commissioning functions.

(Name of Facility or Issuer’s Name)

REQUEST FOR PROPOSAL

for COMMISSIONING PROVIDER SERVICES

Issuance Date:
 ______________


Closing Date: ___________, 5 PM

The Owner_______ requests written proposals to secure Commissioning Provider (CP) services for  the ____________________________(Name of Facility), . The Owner is committed to commissioning this facility to ensure that all systems are complete and functioning properly upon occupancy, and that Owner’s staff have adequate system documentation, and training.  

BACKGROUND
Provide description of the proposed building.

SCOPE OF SERVICES
Timeline:  

The Owner intends a project start date in ______.  The Owner anticipates completion of the Commissioning Provider’s services in ________.

Commissioning Process:
The following is a summary of the commissioning process, which the Owner intends to have implemented on this project.  The CP may provide the Owner with suggested changes and improvements to this process.

· CP will ensure that the design objectives and intent are clearly documented.

· CP will perform a focused review of design development.

· CP will develop a Commissioning Plan. 

· CP will conduct a scoping meeting where the commissioning process is reviewed with the commissioning team members.  CP will schedule additional meetings, as necessary, throughout construction, to plan, scope, coordinate, and schedule future activities and resolve problems.

· Equipment documentation is submitted to the CP during normal submittals, including detailed start-up procedures.

· CP works with the subcontractors in developing start-up plans and start-up documentation formats.  The subcontractors will be provided pre functional checklists to be completed during the startup process.

· In general, the checkout and performance verification proceeds from simple to complex; from component level to equipment to systems and intersystem levels, with pre-functional checklists being completed before functional testing.

· Subcontractors, under their own direction, execute and document the pre-functional checklists and perform startup and initial checkout.  The CP documents that the checklists and startup were completed according to the approved plans.  This may include the CP witnessing startup of selected equipment.

· CP develops specific equipment and system functional performance test procedures.  The subcontractors review and execute the procedures under the direction of, and documented by the CP.

· Items of non-compliance are corrected at the subcontractors expense and the system re-tested.

· The CP reviews the O&M documentation for completeness.

· Commissioning is completed before Substantial Completion.

· The CP reviews, pre-approves and coordinates the training provided by the subcontractors and verifies that it was completed.

Commissioning Provider Responsibilities:

The CP is not responsible for design concept, design criteria, compliance with codes, design or general construction scheduling, cost estimating, or construction management.  The CP may assist with problem-solving or resolving non-conformance or deficiencies, but ultimately that responsibility resides with the general contractor and the A/E.  The primary role of the CP is to develop and coordinate the execution of a testing plan and observe and document performance, that is, determine whether systems are functioning in accordance with the Contract Documents.  The Contractors will provide all tools or the use of tools to start checkout, and functionally test equipment and systems, except for specified testing with portable data-loggers, which shall be supplied and installed by the CP.

Specific tasks the CP shall be responsible for include:

· Coordinate and direct the commissioning activities in a logical, sequential and efficient manner using consistent protocols and forms, centralized documentation and clear and regular communications and consultations with all necessary parties.

· Ensure that the design objectives and intent are clearly documented and carried out in the design.

· Develop clear commissioning specifications and the functional testing requirements included in the construction bid documents.

· Before startup, gather and review the current control sequences and interlocks, and work with contractors and design engineers until sufficient clarity has been obtained to be able to write detailed testing procedures.

· Review Contractor submittals applicable to systems being commissioned for compliance with commissioning needs.

· Write and distribute pre functional tests and checklists.

· Develop an enhanced start-up and initial systems checkout plan with subcontractors

· Perform site visits, as necessary, to observe component and system installations.  Attend selected planning and job-site meetings to obtain information on construction progress.  Review construction meeting minutes for revisions/substitutions relating to the commissioning process.  Assist in resolving any discrepancies.

· Witness all or part of the HVAC piping test and flushing procedure, sufficient to be confident that proper procedures were followed.  Document this testing, and include documentation in O&M manuals.  Notify PM of any deficiencies in results or procedures.

· Witness all or part of any ductwork testing and cleaning procedures, sufficient to be confident that proper procedures were followed.  Document this testing, and include documentation in O&M manuals.  Notify PM of any deficiencies in results or procedures.

· Approve pre functional tests by reviewing pre functional checklist reports or by direct site observation.

· Approve air and water systems balancing by spot testing and by reviewing completed reports and by selected site observation.

· With necessary assistance and review from installing contractors, write the functional performance test procedures for equipment and systems.  This may include energy management control system trending, stand-alone data-logger monitoring or manual functional testing.  Submit to PM for review.

· Analyze any functional performance trend logs and monitoring data to verify performance.

· Coordinate, witness, and approve manual functional performance tests performed by installing contractors.  Coordinate re-testing as necessary until satisfactory performance is achieved.

· Maintain a master deficiency and resolution log and a separate testing record.  Provide to the PM written progress reports and test results with recommended actions.

· Oversee and approve the training of the Owner’s operating personnel.

· Review and approve the preparation of the O&M manuals.

· Provide a final commissioning report, which shall include: 

a.
An executive summary, list of participants and roles, brief building description, overview of commissioning and testing scope, and a general description of testing and verification methods.  

b.
For each piece of commissioned equipment, the report should contain the disposition of the commissioning authority regarding the adequacy of the equipment, documentation and training meeting the contract documents in the following areas:  

1) Equipment meeting the equipment specifications,  

2) Equipment installation, 

3) Functional performance and efficiency, 

4) Equipment documentation and design intent, and 

5) Operator training. All outstanding non-compliance items shall be specifically listed.  

c.
Recommendations for improvement to equipment or operations, future actions, commissioning process changes, etc. shall also be listed.  Each non-compliance issue shall be referenced to the specific functional test, inspection, trend log, etc. where the deficiency is documented. 

d.
The functional performance and efficiency section for each piece of equipment, shall include a brief description of the verification method used (e.g. manual testing, BAS trend logs, data loggers, etc.) including observations and conclusions from the testing.  

e.
Appendices shall contain acquired sequence documentation, logs, meeting minutes, progress reports, deficiency lists, site visit reports, findings, unresolved issues, communications, etc.  Pre-functional checklists and functional tests, along with blanks for the operators, and monitoring data and analysis will be provided in a separate labeled binder.

· Develop a Systems and Concepts Manual that consists of the design narrative (design intent, design concept descriptions, design basis and systems description), space and use descriptions, single line drawings and schematics for major systems, control drawings, sequences of control, table of all set points and implications when changing them, schedules, instructions for operation of each piece of equipment for emergencies, seasonal adjustment, startup and shutdown, instructions for energy savings operations and descriptions of the energy savings strategies in the facility, recommendations for recommissioning frequency by equipment type, energy tracking recommendations, and recommended standard trend logs with a brief description of what to look for in them.

· During the warranty period coordinate and supervise required seasonal or deferred testing and deficiency corrections and provide the final testing documentation for the commissioning record and O&M manuals. Two months before warranty expiration date review with facility staff the building operation and condition of outstanding issues related to the original and seasonal commissioning.

Systems to be Commissioned:

The following systems, including all components and controls, shall be commissioned:

List the systems to be commissioned

The following outlines the level of effort expected for each commissioned system:

· The CP shall review the design documentation (design intent, basis of design and sequences of operation) for completeness.  The CP shall develop pre-functional checklists for the installing contractors to include in their startup and initial checkout.  The CP shall develop detailed written test procedures for guiding and documenting performance during functional testing.

· The functional testing shall include operating the system and components through each of the written sequences of operation, and other significant modes and sequences, including startup, shutdown, unoccupied mode, manual mode, staging, miscellaneous alarms, power failure, security alarm when impacted and interlocks with other systems or equipment.  Sensors and actuators shall be calibrated during pre-functional check listing by the installing contractors, and spot-checked by the commissioning authority during functional testing.

· Tests on respective HVAC equipment shall be executed, if possible, during both the heating and cooling season.  However, some overwriting of control values to simulate conditions shall be allowed.  The central plant shall have its efficiency bench-marked for later use by operations staff.  Functional testing shall be done using conventional manual methods, control system trend logs, and read-outs or stand-alone data loggers, to provide a high level of confidence in proper system function, as deemed appropriate by the commissioning authority and the Owner.

DESIRED QUALIFICATIONS

It is the Owner’s desire for the person designated as the site commissioning authority to satisfy as many of the following requirements as possible:

1. Acted as the principal commissioning authority for at least three (3) projects over 25,000 sf.

2. Extensive experience in the operation and troubleshooting of HVAC systems, energy management control systems, and security systems.

3. Extensive field experience is required.  A minimum of five (5) full years in this type of work is required.

4. Knowledgeable in building operation and maintenance and O&M training.

5. Knowledgeable in test and balance of both air and water systems.

6. Experienced in energy-efficient equipment design and control strategy optimization.

7. Direct experience in monitoring and analyzing system operation using energy management control system trending and stand-alone data logging equipment.

8. Excellent verbal and writing communication skills.  Highly organized and able to work with both management and trade contractors.

9. Experienced in writing commissioning specifications.

10. A bachelor’s degree in Mechanical Engineering is strongly preferred, and P.E. certification is desired, however, other technical training, past commissioning, and field experience will be considered.

11. Membership of the Building Commissioning Association will be considered a plus. 

The required expertise for this project will be based on skill and experience set of the prime firm making the proposal.  A member of that firm will be the designated Commissioning Authority. The Commissioning Authority must be fully qualified to commission most of the above listed systems.  If the Commissioning Authority or prime firm does not have sufficient skills to commission a specific system, the prime firm shall subcontract with a qualified party to do so.  That party’s qualifications shall be included and clearly designated in the response to this RFP.

Pre-Proposal Meeting

A pre-proposal meeting will be held to answer questions and clarify any project issues.  Attending the meeting is not required to submit a proposal.  The meeting will be held at:

State the location and time of the meeting

PROPOSAL

Proposals need not be voluminous, but shall provide sufficient information to allow the Owner to evaluate the Consultant’s approach, experience, staff and availability.  Proposals shall include the following information:  

· Discussion of Consultant’s approach to the Project.  For example, what information is needed, how functional tests are developed, and what test equipment is typically used for this type of Project.  

· Description of relevant Projects the Consultant(s) has accomplished including a client contact and phone number for at least three projects.

· Resumes of staff to be assigned to the Project and a statement regarding availability of staff to begin the Project.

· Cost estimate needed to accomplish the scope of work (use attached form) and a timeline for completing the work.

The respondent must submit three (3) copies of the proposal, each signed by an authorized representative of the Consultant.  Proposals must be submitted to arrive no later than close of business, 5:00 p.m. on ____________, _____ to:  

Owner  _____________

State the address, contact person, telephone number, fax number, e-mail address

SELECTION PROCESS

The Owner’s staff shall review all proposals and select and rank the three most qualified Consultants.  The selection and ranking shall be based on the criteria listed below.  The order in which the criteria appear does not indicate the importance, ranking or weighting that will be used in the evaluation.

1. Proposed approach to the project.

2. Past experience in performing similar projects.

3. Experience of the staff to perform the services required by the Project.

4. Cost and projected timeline to accomplish the scope of work.

The Owner shall negotiate with the highest ranked Consultant on the tasks, staffing, schedule and a maximum not-to-exceed fee consistent with Consultant’s proposal and fair and reasonable to the Owner.  Negotiations may be formally terminated if they fail to result in a contract within a reasonable amount of time.  Negotiations will then ensue with the second ranked Consultant, and if necessary, the third ranked Consultant.  If the second and third round of negotiations fail to result in a contract within a reasonable amount of time, the solicitation may be formally terminated.
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