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Thank you for downloading Aavenir RFP Template! 
We hope they are useful as you seek proposals for your business projects. 
HOW TO USE THIS TEMPLATE
This template contains prompts and sections commonly found in requests for proposals. 

Below, you’ll see:
· One short, one-page RFP template when things can be concise. 
· One several-page long RFP template for when you need to be detailed.

In the long template, you’ll see numerous sections, each included with the following:

· Italicized Information: To illustrate the importance of each of the sections included, there’s a quick description of the section and suggestions of what you should think about when writing yours. You can erase these introductions after you’ve read them. 

· [UPPER CASE PROMPTS IN BRACKETS]: These are intended for you to erase and fill in with information for your specific project. 

· Normal Placeholder Text: This is suggested wording to include in your RFP, but should be altered, deleted, or added to as you see fit. 

Once you’re ready to begin, delete this page and start filling out your info below. 
Remember, you can add/edit/delete any wording or sections you see fit for your projects!

Use Aavenir RFPflow to Manage multi-vendor RFP process!! Ask us for Demo




<Insert Your Logo>
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[bookmark: _heading=h.30j0zll]RFP for HVAC (Heating, Ventilation and Air Conditioning) Services

[bookmark: _heading=h.1fob9te]RFP No: xxxx/xx/xx/xxx

[Month] 20XX

ISSUED BY
YOUR COMPANY NAME

REPRESENTATIVE
YOUR NAME
YOUR EMAIL 
YOUR PHONE


[bookmark: _heading=h.3znysh7][bookmark: _Toc44499583]Disclaimer
The information contained in this Request for Proposal (“RFP / Bid Document”) or information provided subsequently to Bidder(s) or applicants whether verbally or in documentary form by or on behalf of [ENTER YOUR COMPANY NAME], is provided to the Bidder(s) on the terms and conditions set out in this RFP document and all other terms and conditions subject to which such information is provided.

This RFP document is not an agreement and is neither an offer. The purpose of this RFP is to provide applicants who are qualified to submit the bids (“Bidders”) with information to assist them in formulation of their proposals (“Bids”). This RFP does not claim to contain all the information each Bidder may require. Each Bidder may conduct its own independent investigations and analysis and is free to check the accuracy, reliability and completeness of the information in this RFP. We take no representation or
warranty, express or implied, and shall incur no liability whatsoever under any law, statute, rules or regulations as to the accuracy, reliability or completeness of this RFP. We may in its absolute discretion, but without being under any obligation to do so, update, amend or supplement the information in this RFP.

The information contained in the RFP document is selective and is subject to update, expansion, revision and amendment. [ENTER YOUR COMPANY NAME] does not undertake to provide any Bidder with access to any additional information or to update the information in this RFP or to correct any inaccuracies therein, which may become apparent. [ENTER YOUR COMPANY NAME] reserves the right of discretion to change, modify, add to or alter any or all of the provisions of this RFP and/or the bidding process, without assigning any reasons whatsoever. Such change will be intimated or made accessible to all Bidders on the official website of [ENTER YOUR COMPANY NAME]. 

Any information contained in this document will be superseded by any later written information on the same subject made available/accessible to all recipients by [ENTER YOUR COMPANY NAME]. Information provided in this RFP is on a wide range of matters, some of which may depend upon interpretation of law. The information given is not intended to be an exhaustive account of statutory requirements and should not be regarded as a complete or authoritative statement of law. [ENTER YOUR COMPANY NAME] does not own any responsibility for the accuracy or otherwise for any interpretation or opinion on law expressed herein. Further, [ENTER YOUR COMPANY NAME] also does not accept liability of any nature whether resulting from
negligence or otherwise howsoever caused arising from reliance of any Bidder upon the statements contained in this document. [ENTER YOUR COMPANY NAME] reserves the right to reject any or all the responses to RFPs / Bids received in response to this RFP at any stage without assigning any reason whatsoever and without being liable for any loss/injury that Bidder might suffer due to such reason. The decision of [ENTER YOUR COMPANY NAME] shall be final, conclusive and binding and all the parties directly or indirectly connected with the bidding process. Bids not satisfying the procedure prescribed in the tender document will be treated as invalid and
rejected summarily.

It may be noted that notice regarding corrigenda, addendums, amendments, time-extensions, clarifications, response to Bidders’ queries etc., if any to RFP, will not be published through any advertisement in newspapers or any other media. Prospective Bidders shall regularly visit [ENTER YOUR COMPANY NAME]’s website
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[bookmark: _Toc44499585]RFP Timelines & Schedule

	Name of the Company
	

	RFP Reference No
	

	Date of issue
	

	Submission of Pre-Bid Queries
	Date
	

	
	Time
	

	Schedule of Pre-Bid Meeting
	Date
	

	
	Time
	

	Schedule for Receipt of Bids
	Date
	

	
	Time
	

	Schedule for Opening of Technical Bids
	Date
	

	
	Time
	

	Place of Pre–Bid meeting/ Submission of Bids / Opening of Bids / Address for
Communication & Contact Person
	ENTER COMPANY NAME
ENTER COMPANY ADDRESS
ENTER EMAIL ADDRESS
ENTER PHONE NUMBER
ENTER WEBSITE

	For Technical Queries
	ENTER DETAILS & CONTACT DETAILS INCLUDING EMAIL, PHONE FOR THE PERSONAL RESPONSIBLE FOR HANDLING THE TECHNICAL QUERIES









[bookmark: _heading=h.1t3h5sf]





[bookmark: _Toc44499586]Introduction & Background

[ENTER DESCRIPTION OF YOUR COMPANY] is accepting proposals in response to this Request for Proposal (this “RFP,” or this “Request for Proposal”) in order to find a qualified source to solicit proposals from qualified HVAC (Heating, Ventilation and Air Conditioning) services companies. 

The objective of this Request for Proposal is to locate a source that will provide the best overall value to [COMPANY NAME]. While price is a significant factor, other criteria will form the basis of our award decision, as more fully described in the Evaluation Factors section of this Request for Proposal below.

It is the intention of [ENTER YOUR COMPANY NAME] to establish a Master Agreement	for HVAC (Heating, Ventilation and Air Conditioning) for use by Region 14  and other public agencies supported under this contract.  This Request for Proposal is issued on behalf of the [ENTER YOUR COMPANY NAME] through a public agency clause which provides that any county, city, special district, local government, school district, private K-12	school, higher education institution, state, other government agency, healthcare	organization or nonprofit organization may purchase Products and Services through this contract. Respondents will be required to execute the Administration Agreement upon award. This contract will allow agencies to purchase on an “as needed” basis from a competitively awarded contract. Respondents are requested to submit their total line of available products and services. While this solicitation specifically covers HVAC (Heating, Ventilation and Air Conditioning) respondents are encouraged to submit an offering on any or and all products and services available that they currently perform in their normal course of business.		






Due Diligence
The Bidder is expected to examine all instructions, forms, terms and specifications in this RFP and study the Bid Document carefully. Bid shall be deemed to have been submitted after careful study and examination of this RFP with full understanding of its implications. Each Bidder should, at its own costs without any right to claim reimbursement, conduct its own investigations, analysis and should check the accuracy, reliability and completeness of the information in this RFP and wherever felt necessary obtain independent advice. The Bid should be precise, complete and in the prescribed format as per the requirement of this RFP. Failure to furnish all information required by this RFP or submission of a Bid not responsive to this RFP in each and every respect shall be at the Bidder’s own risk and may result in rejection of the Bid and for which the [ENTER YOUR COMPANY NAME] shall not be held responsible. Any decision taken by [ENTER YOUR COMPANY NAME] as to completeness of the Bid and/or rejection of any / all Bid(s) shall be final, conclusive and binding upon the Bidder(s) and shall not be question / challenged by the Bidder(s).

The Bidder shall solely bear all expenses whatsoever associated with or incidental to the
preparation and submission of its Bid and the [ENTER YOUR COMPANY NAME] shall in no case be held responsible or liable for such expenses, regardless of the conduct or outcome of the bidding process including but not limited to cancellation / abandonment / annulment of the bidding process.
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[bookmark: _Toc44499587]Bid Evaluation Criteria & Submission Guidelines 

1. To meet the requirements, as spelt out in this Bid Document, the selected Bidder must have the requisite experience and expertise in providing services in the field of vehicle leasing services and the financial ability that would be required to successfully set-up and provide the services sought by [ENTER YOUR COMPANY NAME].

2. The Bidder shall submit their offers strictly in accordance with the terms and conditions of the Bid Document. Any Bid, which stipulates conditions contrary to the terms and conditions given in the Bid Document, is liable for rejection. Any decision of [ENTER YOUR COMPANY NAME] in this regard shall be final, conclusive and binding on the Vendor.

3. The Bidders shall be short listed after the evaluation of their Technical Bids. Only the shortlisted Bidders will be permitted to participate in the Online Reverse Auction (“ORA”). The Bidders shall be required to indicate whether or not any training is required for them to participate in the ORA. The Bidders must compulsorily have a Class 2 digital certificate to participate in the ORA process.

4. The Successful Bidder (“L1 Vendor”) will be as per the conclusion of the ORA Agency appointed by the [ENTER YOUR COMPANY NAME] for the ORA.

5. L1 Vendor will be arrived at through ORA. After ORA, if there is a large variance in the prices quoted, [ENTER YOUR COMPANY NAME] reserves the right to call the successful Bidder for a price negotiation.

6. On conclusion of ORA, the Successful Bidder (L1) shall submit to the [ENTER YOUR COMPANY NAME] the price breakup for the ORA amount in the format as provided by the [ENTER YOUR COMPANY NAME]. If the price breakup is not submitted to the [ENTER YOUR COMPANY NAME] within 3 days from the date of the ORA, the [ENTER YOUR COMPANY NAME] reserve the right to reject the L1 Bidder’s Bid and make procurement from the L2 or L3 Bidder.

7. [ENTER YOUR COMPANY NAME] reserves the right to modify / amend the evaluation process at any time/ at any stage during the Bid process, without assigning any reason, whatsoever, and without any requirement of intimating the Bidders of any such change. Any time during the process of evaluation [ENTER YOUR COMPANY NAME] may seek specific clarifications from any or all Bidders.

8. The Bidder shall produce a self-declaration that (i) they are duly authorized persons to submit this undertaking (ii) they have read and understood the RFP and have conveyed their absolute and unconditional acceptance to the RFP (iii) they do not have any business relationship with [ENTER YOUR COMPANY NAME] including its directors and officers which may result in any conflict of interest between us and [ENTER YOUR COMPANY NAME]. They shall on occurrence of any such event immediately inform the concerned authorities of the same (iv) they have submitted Bid in compliance with the specific requirements as mentioned in this RFP (v) they have provided with all necessary information and details as required by [ENTER YOUR COMPANY NAME] and shall provide with such additional information may be required by [ENTER YOUR COMPANY NAME] from time to time.(vi) Neither they nor any of their employee/director has been barred from providing the Services nor are they in negative list/blacklisted by any public sector [ENTER YOUR COMPANY NAME], statutory or regulatory or investigative agencies in [ENTER YOUR COUNTRY] or abroad in the last 5 years (vii) there is no vigilance and / or court cases pending against them/company and no inquiry or investigation pending against them from any statutory regulatory and / or investigation agency (viii) all the information furnished in and as per the document submitted is true and accurate and nothing has been concealed or tampered with. They have gone through all the conditions of Bid and are aware that they would be liable to any punitive action in case of furnishing of false information / documents. (ix) they also undertake that, they were/are never involved in any legal case that may affect the solvency / existence of their organization or in any other way that may affect capability to provide / continue the services to [ENTER YOUR COMPANY NAME](x) they will further certified that they have not modified or deleted any text/matter in the RFP. Note: Bidder must comply with all the above-mentioned criteria as specified above and more elaborately. Non-compliance of any of the criteria can entail rejection of the offer. Photocopies of relevant documents / certificates should be submitted as proof in support of the claims made for each of the above-mentioned criteria and as and when the [ENTER YOUR COMPANY NAME] decides, originals / certified copies should be shown for verification purpose. The [ENTER YOUR COMPANY NAME] reserves the right to verify / evaluate the claims made by the Bidder independently. Any deliberate misrepresentation will entail rejection of the offer ab-initio.

The following submission guidelines & requirements apply to this Request for Proposal:

1. First and foremost, only qualified individuals or firms with prior experience on projects such as this should submit proposals in response to this Request for Proposal.

2. Bidders intent on submitting a proposal should notify the representative identified on the cover page no later than [DATE].

3. Bidders must list at least [NUMBER] projects that are substantially similar to this project as part of their response, including references for each. Examples of work should be provided as well.

4. A technical proposal must be provided that is not more than [NUMBER] pages. This technical proposal must provide an overview of the proposed solution as well as resumes of all key personnel performing the work. In addition, the technical proposal should provide a proposed schedule and milestones, as applicable.

5. A price proposal must be provided that is not more than [NUMBER] pages. This price proposal should indicate the overall fixed price for the project as well as hourly rates and an estimated total number of hours, should [COMPANY NAME] decide to award a contract on an hourly rate basis.

6. Proposals must be signed by a representative that is authorized to commit the bidder's company.

7. If you have a standard set of terms and conditions, please submit them with your proposal. All terms and conditions will be subject to negotiation.

8. Proposals must be received prior to [DATE] to be considered.

9. Proposals must remain valid for a period of [NUMBER] days.

10. [COMPANY NAME] anticipates selecting at least two individuals or firms to have more in-depth discussions with, and will make an award to one of these “down-selected” individuals or firms.
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[bookmark: _Toc44499588]Project Description

The purpose of this project is as follows:

1. The vendor shall provide timely and accurate technical advice and sales support. The vendor shall respond to such requests within one (1) working day	 after receipt of the request.
2. To establish a Master Agreement	for HVAC (Heating, Ventilation and Air Conditioning)  for use by Region 14  and other public agencies supported under this contract. 
3. This Request for Proposal is issued on behalf of the [ENTER YOUR COMPANY NAME] through a public agency clause which provides that any county, city,	special district, local	government, school district, private K-12	school, higher education institution, state, other government agency, healthcare	organization or nonprofit organization may purchase	Products and	Services through this contract. 
4. Respondents will be required to execute the Administration Agreement upon award. This contract will allow agencies to purchase on an “as needed” basis from a competitively awarded contract. 
5. Respondents are requested to submit their total line of available products and	services. While this solicitation specifically covers Vehicle Leasing respondents are encouraged to submit an offering on any or and all products and services available that they currently perform in their normal course of business.	
6. [PURPOSE 7]

The description of the project is as follows:

1. [DESCRIPTION 1]
2. [DESCRIPTION 2]
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The scope of the project entails [SCOPE OF WORK]. You may provide this in list or paragraph form. We are currently seeking HVAC (Heating, Ventilation and Air Conditioning) service provider for [ENTER COMPANY NAME]. 

[bookmark: _Toc44499590]Vendor Evaluation Information

1. Company’s official registered name.
2. Brief history of your	company, including the year it was	established.
3. Company’s Dun & Bradstreet (D&B) number.
4. Company’s organizational chart of	those individuals that would be involved	in	the contract.
5. Corporate office location.
a. List the number of sales and services offices for states being bid in solicitation.
b. List the names of key contacts at each with title,	address, phone and email	address.
6. Define	 your standard terms of payment.
7. Who is your competition in the marketplace?
8. Provide Annual Sales for last 3 years broken out into the following categories:
a. Cities	/ Counties
b. K-12
c. Higher Education
d. Other government agencies or nonprofit	organizations
9. What differentiates your company from competitors?
10. Describe how your company will market this contract if awarded.
11. Describe how you intend to introduce NCPA to your company.
12.  Describe your firm’s capabilities.
13. Describe your company’s Customer Service Department (hours of operation,	number of service centers,	etc.)



14. Below	is a list	of suggested (but not limited to) services. 	List all	services that you are	responding by providing scheduled labor rates, margins, and/or mark-ups. Any	miscellaneous materials mark-up shall be	shown	in this section






1

a. Asbestos Worker
b. Boilermaker
c. Bricklayer / Masons
d. Carpenter/Case Worker
e. Carpet Layers / Floor Installers
f. Concrete Finishers
g. Data Comm/Telecom Installers
h. Delivery Personnel
i. Electricians
j. Drywall installers/Ceiling Installers
k. Elevator Mechanics
l. Glaziers
m. Heavy	Equipment Operators
n. HVAC	Commercial A/C Technician
o. HVAC	Light	Commercial
p. HVAC	Helper
q. HVAC	Field	Supervisor
r. HVAC	Refrigeration	Technician
s. HVAC	Duct	Installer
t. HVAC	Building Automation Technician
u. Insulators
v. Ironworkers
w. Laborers
x. Lathers
y. Millwrights
z. Pipefitters
aa. Infrared Technician
ab. Test & Balance Technician
15. Lease	Type – Closed-End
16. Payments – Monthly in arrears
17. Insurance – Provided by lessee
18. Maintenance – Provided by	lessee

HVAC Services Requirements:

	HVAC Refrigeration
	Type (Rotary, Centrifugal, Scroll, Reciprocating, Absorption)

	
	Cooling medium

	
	Brand names

	
	Capacity range

	
	Standard warranty

	
	Optional warranty

	
	Detail features & benefits

	
	

	Packaged Central Plan
	Type (Cooling, Heating, Cooling/Heating)

	
	Type of equipment/components

	
	Brand name

	
	Capacity range

	
	Standard warranty

	
	Optional warranty

	
	Detail features & benefits

	
	Range of full load efficiency of entire plant

	
	

	Cataloged & Engineered Medium & Low Temperature Refrigeration
	Type

	
	Brand name

	
	Capacity range

	
	Standard warranty

	
	Optional warranty

	
	Detail features & benefits

	
	

	Unitary
	Type

	
	Brand name

	
	Capacity range

	
	Standard warranty

	
	Optional warranty

	
	Detail features & benefits

	
	Heating medium

	
	Cooling medium

	
	

	Air Handlers
	Type

	
	Brand name

	
	Capacity range

	
	Standard warranty

	
	Optional warranty

	
	Detail features & benefits

	
	Fan Types

	
	Heating medium

	
	Cooling medium

	
	

	<add more HVAC products here>
	




The successful bidder will be responsible for [SCOPE OF WORK].

[bookmark: _Toc44499591]The criteria set forth below should be met to achieve successful completion of the project:

1. [CRITERIA 1]
2. [CRITERIA 2]
3. [CRITERIA 3]
4. [CRITERIA 4]
5. [CRITERIA 5]

[bookmark: _Toc44499592]Acceptance of the work is contingent on the following acceptance criteria:

1. [CRITERIA 1]
2. [CRITERIA 2]
3. [CRITERIA 3]
4. [CRITERIA 4]
5. [CRITERIA 5]
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The Request for Proposal timeline is as follows:
	Request for Proposal Issuance

	06/07/20XX

	Selection of Top Bidders / 
Notification to Unsuccessful Bidders

	06/08/20XX

	Start of Negotiation

	06/09/20XX

	Contract Award / 
Notification to Unsuccessful Bidders

	06/10/20XX



The need-date for project completion is [DATE]. Bidders may propose a date earlier or later, and will be evaluated accordingly.
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[COMPANY NAME]’s budget for the project is [DOLLAR AMOUNT].
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[COMPANY NAME] will rate proposals based on the following factors, with cost being the most important factor:

1. Responsiveness to the requirements set forth in this Request for Proposal
2. Relevant past performance/experience
3. Product configurations
4. Cost, including an assessment of total cost of ownership.
5. Technical expertise/experience of bidder and bidder’s staff

[COMPANY NAME] reserves the right to award to the bidder that presents the best value to [COMPANY NAME] as determined solely by [COMPANY NAME] in its absolute discretion.
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