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Disclaimer

This document was prepared as an account of work sponsored by the United States
Government. While this document is believed to contain correct information, neither the United
States Government nor any agency thereof, nor The Regents of the University of California, nor
any of their employees, makes any warranty, express or implied, or assumes any legal
responsibility for the accuracy, completeness, or usefulness of any information, apparatus,
product, or process disclosed, or represents that its use would not infringe privately owned
rights. Reference herein to any specific commercial product, process, or service by its trade
name, trademark, manufacturer, or otherwise, does not necessarily constitute or imply its
endorsement, recommendation, or favoring by the United States Government or any agency
thereof, or The Regents of the University of California. The views and opinions of authors
expressed herein do not necessarily state or reflect those of the United States Government or
any agency thereof or The Regents of the University of California.

Acknowledgment
This work was supported by the Assistant Secretary for Energy Efficiency and Renewable Energy,

Building Technologies Program of the U.S. Department of Energy under Contract No. DE-AC02-
05CH11231.

Office Luminaire & Lighting Control System Specification and Procurement Support Materials ii



Section 1: Request for Proposals (RFP) Template

This section of the package contains a template to guide your creation of a request for proposal (RFP)
for office lighting luminaires and lighting control systems. By editing and filling in the template, you will
produce a draft RFP for your organization’s lighting retrofit implementation effort.
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Request for Proposals

Project: [Title of project in which the luminaires and lighting control system will be deployed]
To: Prospective vendors
From: [Point of contact for owner]

Date of Issue: [Date]
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1. Introduction

1.1 Purpose
[Include a brief description of the purpose of this RFP, as follows.]

[Name of organization] is soliciting proposals for qualified companies to provide luminaires as well as a
lighting control system. You are invited to submit a proposal in accordance with this Request for
Proposals (RFP).

1.2 Background

[Include a description of the project with background information, including but not limited to the
following elements:]

Project scope: [Describe the number of sites and floor area included in the scope of the retrofit. If there is
any possibility that the deployment of the lighting control system may be expanded in the future,
indicate that here, including specific information about possible additional areas or floors that may be
addressed.]

Project objectives: [Describe the goals of the project. For example, you might specify that the technology
selected as a result of this RFP will be expected to:]

e Take advantage of (or increase the use of) daylight harvesting control strategies.

e Provide public energy dashboards to inform and educate occupants and visitors.

e Incorporate enhanced control strategies (such as manual overrides, local dimming, etc.).
Implement Auto Demand Response strategies for electric lighting.

Reduce lighting energy use by __ %.

Benefit from all available financial incentives to reduce purchase and installation costs.
Track the impact of the lighting retrofit project, and measure and verify utility cost savings.
e Track and manage peak demand associated with lighting energy use.

e Report reduction in lighting energy use and greenhouse gas emissions.

e Produce reports for operations and maintenance.

e Facilitate ease of operation by engineering or other building staff.

Project budget: [Include a not-to-exceed budget, or range, as applicable.]
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2. Schedule of Events
This RFP will be governed by the following schedule:

Event
Release of RFP (including documentation of existing conditions)

[The RFP should also include estimates of the following deadlines: 1.) luminaire
delivery to job site, 2.) lighting control system delivery to job site, 3.) start of
installation, 4.) installation completion, 5.) lighting control system
commissioning.]

Owner’s or designer’s conference with prospective vendors (optional)
Electrical engineer’s conference with prospective vendors

Last day to submit written questions

Last day for [Owner/designer] to respond to questions

Proposal due date. Late proposals will not be accepted. Note that prospective
luminaire and lighting control system vendors will not be expected to prepare
“final” (“hardline”) drawings of proposed equipment at this time. However, at a
minimum, all vendors will be expected to prepare sketches showing all details
and information needed by the owner, designer and electrical engineer to
assess the proposed equipment and associated wiring requirements. Successful
bidders will be required to prepare all necessary “final” drawings during the
submittal phase (as described in the Technology Specification section).

Optional interviews with prospective vendors

Notice of intent to award. Note that the owner is under no obligation to
proceed with the project, and to award a contract for the equipment described
in this document for the entire project or any part of the project as described.

Contract award

Date

[Date]

[Date]
[Date]
[Date]
[Date]
[Date and Time]

[Date] to [Date]
[Date]

[Date]
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3. Scope of Work
[Paste “Technology Specifications” here from Section 2, after carefully reviewing and editing to include

all applicable information particular to your project. Alternately, attach the “Technology Specifications”
as an appendix and reference them here.]
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4. Proposal Format Guidelines

[Describe the required proposal format and contents, and what information they should provide in their
response, in what order, and by what date. See below for suggested proposal format and contents.
Include any additional contents you see fit. Indicate how the proposal must be issued (e.g., paper,
electronically via PDF, etc.). Note that certain vendors may propose providing both luminaires as well as
a lighting control system. Alternately, proposals may be solicited from manufacturer rep agencies or
from electrical distributors. In those situations, a single proposal should cover all of the content as
suggested below. However, most luminaire vendors do not also fabricate and sell lighting control
systems (and vice versa). The owner must decide if they want to solicit only “integrated” proposals, or
allow individual vendors to submit proposals for either luminaires or lighting control systems.]

Proposers are to provide the Owner a thorough proposal according to the following guidelines.

Proposals should use simple language with minimal jargon, and avoid the use of elaborate marketing
material beyond that necessary to provide a complete, accurate, and reliable offer. Each Proposal will
adhere to the order and content of sections defined below, and each section must be completed in full.
Incomplete proposals will not be considered.

1) Cover letter — [number] pages, maximum:

Include a cover letter signed by a principal in the company, indicating full contact information
(mailing address, telephone number, and e-mail address). The cover letter may also summarize
key elements of the proposal, and unique aspects of the proposed equipment.

2) Summary of qualifications for prospective luminaire vendors — [number] pages, maximum:

Describe the qualifications of the proposing company, to demonstrate the capability to provide
the equipment and services required in this RFP. Information shall include:

o

Company information including name, address, business type, and website
b. Description of the company, including:
e An overview of products that the company provides.
e The number of years that the company has provided the equipment requested in
the RFP.
e The number of completed deployments of the proposed luminaires.
e Primary building sectors (office, higher education, hospital, food service, etc.) that
the company has worked with in the past.
e Any other relevant information about the company.
c. Provide at least [number] references for customers that have deployed similar
luminaires as those detailed in the RFP. The Owner reserves the right to contact any of
the organizations or individuals listed. Information provided shall include:
e Customer name.
e Brief description of the products installed, total project square footage and facility
types.
e Primary point of contact for the customer including name, telephone number, and
e-mail address.
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3) Summary of qualifications for prospective lighting control system vendors — [number] pages,
maximum:

Describe the qualifications of the proposing company and project leads, to demonstrate the
capability to provide the equipment and services required in this RFP. Information shall include:

o

Company information including name, address, business type, and website

b. Description of the company, including:

e The total number of employees.

e Brief bios of key personnel who are expected to interface with the project team
throughout design, installation and commissioning, including their years of
experience.

e An overview of all the products and services that the company provides.

e The number of years that the company has provided the equipment and services
requested in the RFP.

e The number of completed deployments of the proposed lighting control system.

e Experience in assisting customers to receive available financial incentives such as
utility rebate programs, government incentives and grants, and other options.

e Primary building sectors (office, higher education, hospital, food service, etc.) that
the company has worked with in the past.

e Any other relevant information about the company.

c. Provide at least [number] references for customers that have deployed similar lighting

control systems as those detailed in the RFP. The Owner reserves the right to contact

any of the organizations or individuals listed. Information provided shall include:

e Customer name.

e Brief description of the scope of products and services deployed, current status,
project start and end dates, total project square footage, number of facilities served
and facility types.

e Primary point of contact for the customer, including name, telephone number, and
e-mail address.

4) Technology features and implementation plan for lighting control systems — [number] pages,
maximum:

Provide a description of the proposed approach and methodology to satisfy the Scope of Work
defined in this RFP. This section shall include:

o

A diagram of the architecture of the proposed lighting control system.

b. A detailed description of how the proposed technology provides the capabilities listed in
Scope of Work in Section 3 of the RFP.

c. Adescription of any additional capabilities that may be of interest to the Owner but are
not specified in the Scope of Work in Section 3 of the RFP.

d. Where applicable, screenshots to clearly illustrate key operational, reporting,
visualization, or analysis capabilities.

e. Adescription of how the proposed technology satisfies the IT requirements listed in the
Scope of Work in Section 3 of the RFP.

f. A description of the training and ongoing technical support and maintenance services

that will be provided as outlined in the Scope of Work in Section 3 of the RFP.
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g. A detailed project implementation plan, including all tasks and subtasks, durations,
milestones, and deliverables. Refer to Appendix C showing a typical project timeline
including specific tasks.

h. A thorough description of specific responsibilities required of the Owner (e.g., site
access, provision of electrical and network diagrams, network access, etc.) in conducting
the project. Refer to Appendix C showing a typical project timeline including specific
tasks.

5) Cost proposal

The cost proposal shall explain the pricing structure for all hardware, software, integration,
commissioning, and any other services required for the project (for both luminaire as well as
lighting control system vendors). Include an itemized list of all direct and indirect costs (e.g.,
personnel, travel, supplies, fringe benefits) associated with the deployment of the proposed
equipment. Proposal shall include pricing for the following:

Luminaires.

Lighting control system.

Any additional required hardware.

Software set-up fees (e.g., software configuration, programming, license, training, etc.).
Ongoing software usage fees (e.g., data storage and hosting, maintenance, access,
technical support and maintenance, or if the system uses a SaaS <software as a service>
model, etc.).

f.  Any specified technology features or capabilities that add significantly to project costs.
g. Any additional optional services or fees.

©Pop oo

6) Staffing for lighting control system vendors (and any independent commissioning agents, as
required)

Describe the team that will be assigned to the project, with each member’s areas of
responsibility. Identify lead personnel and include a résumé for each lead.

7) Protections and assurances

Describe the specific measures and protections that the responding company can provide to the
Owner to ensure continuity of services in the event of bankruptcy, transfers of ownership, or
other disruptions to business-as-usual operations.
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5. Proposal Submission and Eligibility

[Describe the RFP procedures, including your organization’s point of contact for respondent inquires,
submission instructions, modification and withdrawal process, confidentiality, and other procedural
details.]

1)

2)

3)

4)

5)

6)

7)

Eligibility

[Include any eligibility requirements or preferences that may apply, considering, for example,
foreign vs. domestically owned companies; multi-party joint responses; small businesses;
citizenship; and other criteria.]

Preparation

The Proposal content and format must follow the guidelines provided in Section 4, “Proposal
Format Guidelines,” in the RFP.

Submission and due date

[Provide a website, e-mail address, and/or mailing address for the proposal submission; identify
whether electronic or paper submissions are preferred or required.]

Proposals are due by [insert the time and date from the schedule summarized in Section 2 of the
RFP]. Late Proposals will not be accepted.

Inquiries

Questions about this RFP must be directed in writing, via e-mail, no later than [insert the time
and date from the schedule summarized in Section 2 of the RFP]. Send to:

[Provide the name and either e-mail address or telephone number for the desired organizational
point of contact.]

Proposal validity

Proposals are to be valid for a minimum of [number of days] days to allow sufficient time for
evaluation and selection, and any unforeseen delays in the review process.

Modification and withdrawal

Any proposal may be modified or withdrawn by written request of the Proposer, provided that
the request is received prior to the submission deadline.

Right to reject proposals

This RFP does not commit the Owner to award a contract, pay any costs incurred in the
preparation of a response to this RFP, or to procure or contract for equipment or services. The
Owner reserves the right to accept or reject any or all proposals received as a result of this RFP,
to negotiate with any qualified Proposers, or to cancel this RFP in part or in its entirety.
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8) Confidential material

All the proposals will become the property of the Owner. Proposers should not include
proprietary or confidential information in their response, unless required to clearly convey the
proposed work or technology solution. Financial, commercial, or technical information that is
considered confidential should be clearly indicated in the proposal.

9) Terms and conditions
[In partnership with your organization’s legal department or representatives, include specific

terms and conditions that will govern the contracting and procurement of the technology and
required services, as well as on-site work conducted to complete the project.]
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6. Evaluation and Selection Criteria

[Describe how proposals will be evaluated. You may choose to use a qualitative description, including key
criteria, or to include quantitative point and scoring information.]
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Appendix A. Existing site characteristics

[Describe in detail, the site characteristics, details on the existing lighting system, task requirements, and
other relevant information. Proposers can use this information in combination with the Scope of Work in
Section 3 of the RFP to understand key aspects of scope and estimated project costs. You may wish to
append spreadsheets, if that is a more convenient format to present the information.]
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