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This template is offered to provide you the homeowner with ideas of what information to give potential bidders in order to receive comparable proposals from different contractors. Contractors may still need to come and look at your residence before they can complete their proposal but making sure that all bidders are working from similar information is the bast way to be able to compare offerings. Use this template consider your requirements, goals, and objectives and then customize it as necessary to meet your specific situation.

  

[Name]
[Address]
[Phone]
[email]

Request for Quotation (RFQ)
Residential Heating and Cooling System


Overview

The [name] household is seeking quotations from qualified HVAC contractors to upgrade/replace/enhance our HVAC system. 

Contractors (including all Subcontractors) responding to this RFQ must:

· Have more than [number] years’ experience installing the type of residential heating and cooling system proposed (gas, oil, propane, air source heat pump, ground source heat pump, etc.)
· Be certified as an authorized installer for the manufacturer of the equipment being proposed
· Hold valid Massachusetts licenses applicable to the work being performed
· Be fully bonded and insured.

We are open to suggestions and innovative solutions to the issues below. If you are interested in the opportunity, please submit a description of the system you are recommending, a description of how it addresses the issues below, answers to the specific questions raised, and a price quotation. If you have questions or would like to tour the premises, please contact me. 

All quotations must be in writing or via email are due before [date].

Information for Contractors

1. Description of involvement with Concord Clean Comfort Program

Provide a brief overview of any meetings you may have had with a Concord Heating/Cooling Coach, a recent energy audit, etc. 

You may want to attach results of your energy audit, blower door test, and any work you have done / will have done as a result as an attachment for the contractor’s review.

If you have had any load calculations/estimates performed, you may wish to include these as well. If not, you may want to consider having the Contractor perform them, especially if this is a whole house system.
 
2. Description of Residence/Area of Residence to be Conditioned

Provide a brief description of the residence

· Type Single family/Multi-family/Condo
· Size (Square footage of area to be heated/cooled)
· Age of house
· Type of construction (to the extent known)
· General description of layout (floors, rooms, open floor plan)
· Insulation and weatherization (to the extent known)
· Windows (original, replacement, double-paned, storm windows, etc.)

If the installation is not for the whole house, describe the room(s) where the system is to be installed

· Size (Square footage of area to be heated/cooled)
· Age of area if addition
· Type of construction (to the extent known)
· General description of layout
· Insulation and weatherization (to the extent known)
· Windows (original, replacement, double-paned, storm windows, etc.)

3. Description of Existing Heating/Cooling System(s)

Provide a brief description of your present heating and cooling systems.
 
· Heating
· Fuel (oil, gas, electric, etc.)
· Type (forced hot air, forced hot water, steam, baseboard, radiator, etc.)
· Age
· Location in residence
· Cooling
· Type (Central, window, none, etc.)
· Age of system
· Hot water heating (if applicable)
· Fuel (oil, gas, electric, etc.)
· Type (Stand-alone storage tank water heater, main boiler or furnace and storage tank, tankless (aka on-demand) water heater, heat pump water heater
· Age of system
· Location in residence

Will you be retaining any or all of these systems (to heat specific areas or as back-up systems) or replacing them in their entirety?

4. Description of Issues and Problems to be addressed by the New System

Provide a brief description of any problems, issues, or concerns (if any) that have led you to consider replacing your present heating/cooling system(s).

Examples:
· Noisy 
· Single speed fan
· Runs and then can get stuffy or clammy (in summer between AC cycles) or chilly (in the winter between heating cycles)
· No zones
· Uneven heating
· Areas not heated/cooled
· System old or in need of repair
· Expensive to operate
· No Air conditioning
· Etc.

5. Description of Goals/Objectives

Provide a brief description of the goals and objectives you wish to see as a result of this project.

Examples:
· Save money
· Reduce carbon footprint
· Heat/cool problem areas
· Quieter
· Move air more uniformly
· Efficiency
· Add zones
· Add Air conditioning and dehumidification

6. Description of any other requirements, limitations, caveats, etc. 

Examples:
· Access to work area
· Coordination with other construction/projects
· Timeframes
· Etc.
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