STEP 2 Packet (Part 2 of 4)

Supporting Letters

Part 1: Model Request for Proposals (RFP) for Energy Performance Contracting Services

· Overview & Administrative Information

· Special Project Terms and Conditions

· Proposed Project Schedule

· Evaluation Criteria

· ESCO Response 

· Guidelines for developing a technical facility profile

· Model Technical Energy Audit Contract

· Model Energy Performance Contract

Part 2:  Supporting Letters

· RFP announcement, with fax-back request for RFP

· Cover letter for RFP

· Site visit registration letter with fax-back form

· Interview announcement letter with fax-back confirmation form

Part 3:  Evaluation Forms

· Evaluation form for proposal or interview (for individual evaluators)

· Summary form of all scores Written Proposals

Part 4:  Energy Service Companies (ESCOs) List  

· See ESC web site for list of ESCOs

· National Trade Associations
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Energy Services Coalition                              www.escperform.org

RFP ANNOUNCEMENT

for Energy Performance Contracting Services for 

<Customer Name>
<Note to Customer:  Use this letter and the following fax-back form to announce your RFP to all ESCOs.   Send out a complete RFP to those ESCOs that request it.  Ask for an updated list of energy service companies.>

<Date>

<Customer – include complete name, and Board name if applicable> invites proposals from interested Energy Services Companies (ESCOs) to conduct a technical energy audit of facilities and implement an energy performance contract.  The ESCO will identify and implement capital improvement projects to reduce energy and related costs in facilities, such that annual cost savings are applied to annual payments for improvements.   Services may include but are not limited to:  technical energy audit, engineering design, equipment procurement, construction management, financing capability or advising, commissioning, staff training, monitoring and verification, and a performance guarantee.  

If you are interested in receiving the RFP, please fax back the “RFP Request” form.   RFP responses must be received by <Date> at <Time>.  
A mandatory site visit will be held on <Date> for ESCOs responding to the RFP.   Please fax back the “Site Visit Registration” form.  

For your background information in deciding whether to respond to this RFP, attached is a brief description of facilities and energy use.  

Attachments:  

· RFP Request Fax-Back Form 
· Site Visit Registration Fax-Back Form

· Description of Facilities  <Note to Customer:  Consider including the excerpt from the RFP – Technical Facility Profile -- that describes your facilities.>


RFP REQUEST Fax-Back Form

for Energy Performance Contracting Services for 

<Customer Name>

Yes, I am interested in receiving a copy of the RFP for Energy Performance Contracting Services.

Today’s Date: ________________

Name: __________________________________________________

Company Name: __________________________________________

Mailing Address: 

(city)                                                          
        (state)                      
                (zip)

Phone: _____________________________  Fax:  ________________________

E-mail Address:  ____________________________

_____Yes, I would like an electronic copy of the ESCO Response section e-mailed to me to assist in proposal development.   


SITE VISIT REGISTRATION

for ESCOs Responding to RFP for

<Customer Name>
<Note to Customer, excluding state agencies:  For small projects of less than 50,000 square feet, a site visit can be eliminated to simplify the proposal process for all.>

<Customer> invites you to attend a tour of facilities prior to responding to the RFP for Energy Performance Contracting Services.  This site visit is mandatory, because the ESCO’s technical approach will be evaluated in the proposal. 
DATE:     
<Date of tour>
TIME:      
<Start time of tour> to <End time of tour>

<Note to Customer:  A 2-hour tour is sufficient to tour key buildings; not all buildings need to be visited at this time.>

LOCATION:  

<Facility name>

<Physical address>


<Directions or map>
All ESCOs will tour the facility at the same time so that all respondents will hear the same questions, comments and answers.    Individuals knowledgeable in the maintenance and operation of facilities will be available to answer questions.  NO FOLLOW-UP OR ADDITIONAL TOURS WILL BE ALLOWED UNLESS MADE AVAILABLE TO ALL RESPONDENTS.  

<Note to Customer:  only key or typical buildings need to be included for the ESCO’s purpose of developing a proposal. 

INTERVIEW ANNOUNCEMENT

for Energy Performance Contracting Services for  <Customer Name>

<Note to Customer:  Consider making a phone call announcement before sending out this letter to set the interview time.  This letter will serve as confirmation of date, time and location.>

<Date>

Dear <Name of Energy Service Company (ESCO)>:

After reviewing proposals received for energy performance contracting services, we invite the following <insert quantity of firms invited for interview> firms to participate in the interview portion of the final selection process (not presented in any significant order).   


<Name of firm invited to interview>


<Name of firm invited to interview>


<Name of firm invited to interview>

Your interview is scheduled for <time> on <date> at <location> . Please include all persons with major responsibility for the project’s technical design, management and contract negotiation in the interview.   

The interview will last  <duration of interview – often 90 minutes> minutes, with   <duration of presentation – often 30 to 45 minutes> minutes for your prepared presentation and the remaining <duration of question/answer segment – often 30 to 45 minutes> minutes for questions and answers.  Note that the presentation will involve technical issues and your approach to this project, rather than a sales and marketing presentation. We will have available for your use a <audio-visual equipment on hand – screen, overhead projector, etc.>  Note that the interview may be tape-recorded for later use.  <Note to Customer:  It is a good idea to tape-record the interview for later reference.>

The Project Evaluation Team will score and rank the ESCOs based on interview responses, check references of the top-ranked ESCO, and proceed with contract negotiations with the selected ESCO. 

Please fax-back the attached form to confirm the interview time and date and to list the people who will attend the interview.  We look forward to meeting you and learning more about your services.         

Sincerely,


<Name of Customer>

<Title>
Attachment:  Interview Confirmation & Attendance List, Fax-Back Form


INTERVIEW CONFIRMATION & ATTENDANCE LIST

for Firms Selected to Interview for 

Energy Performance Contracting Services for <Customer Name>

I understand that <Customer Name> desires representatives of my company at the interview who have major responsibility for the project’s technical design, construction management and contract negotiation.   

The following representatives will attend the interview:  

ESCO Name:  _________________ <Note to Customer:  Insert ESCO name>
Interview Date & Time:  ________ <Note to Customer:  Insert interview date & time for this ESCo>

Name, title, role in this project

Name, title, role in this project

Name, title, role in this project

Name, title, role in this project

Note:  If more than 5 persons will be in attendance please provide a rationale or consider limiting attendance to only key individuals.

I understand the following equipment will be available:  <Note to Customer:  insert equipment you are willing to set up – screen, overhead projector, etc.>

COVER LETTER For RFP

<Date>

Dear Energy Service Company:

<Customer> requests proposals from Energy Service Companies (ESCOs) to provide a full range of capital improvements and services to reduce costs of energy and water use.   Projects will be financed through an energy performance contract such that annual savings cover all or most <Note to Customer:  Eliminate “or most” if you have no capital to contribute> capital costs.  These services include a technical audit to assess energy, water and operations and maintenance savings opportunities, as well as the design, acquisition and installation or modification of energy-using equipment and maintenance and training in the operation of such equipment.
The attached RFP describes the services requested, terms and conditions, the proposed project schedule and the energy-using systems and maintenance issues in the facilities.  

A mandatory site visit will be offered to all interested ESCOs on <Date>.  The site visit is mandatory for all ESCOs because understanding of requirements and technical approach will be evaluated in the proposal. Please fax back the enclosed SITE VISIT REGISTRATION form.    

RFP responses must be prepared as described in Attachment C:  ESCO Response.  Responses must be received by <Customer> on <Date> by  <Time> as described in the RFP.   To aid you in developing your response an electronic copy of the ESCO Response portion of the RFP is available.   

Sincerely,

<Name>

<Title>

Attachments:


Request for Proposals (RFP) for Energy Performance Contracting Service

 FAX TO:   <Fax Number>


 ATTENTION:  <Name of Contact>





 FAX TO:   <Fax Number>


 ATTENTION:  <Contact Person>








_____	Yes, I plan to attend the site visit.  


	Today’s Date: ______________


Name: _______________________________________________���������������������������������������_________


Company Name: ______________________________________�����������������__________


Mailing Address: _____________________________________�����������������__________


___________________________________________________�����������___________


Phone: __________________________  Fax:  ____________������____________


E-mail Address:  ____________________________














FAX TO:   <Fax Number>


ATTENTION:  <Contact Person>








