

SAMPLE LETTER OF 



INVITATION TO ORAL 



INTERVIEWS

ORAL INTERVIEW INSTRUCTIONS FOR ESCOs

(NOTE: This letter can be reproduced on Agency letterhead.)

Dear (insert name of ESCO):

The oral interview format has been chosen to preserve the integrity of each ESCOs specific project proposal.  It is anticipated that this competitive format will encourage ESCOs to fully disclose their unique solutions for the facility.  The evaluation team should be prepared to present an estimated range of energy and demand savings available in the facility and the basis of the estimates.  ESCOs also are asked to estimate the range of gross annual energy and cost savings available in the facility and the basis for their estimates.

Logistics

Oral presentations/interviews will be held on ___________________, 2____ in the _________________ conference room at _______________.   The exact time of your presentation has been sent to you under separate cover.  Should questions still exist as to what time your session is, please contact: _______________________ at (___)  _____________.

Please inform ___________________ by 5:00 p.m. on ____________________, 2____, if you will have any special requirements regarding presentation media (e.g., slide projectors, overhead projectors, screens, movie or video tape machines, easels, etc.)  Also, please let us know the expected number of people in your party so that enough chairs and refreshments can be provided.

Interview Format

General Interview Segment  (1 1/2 Hours)

Introductions

Companies will be limited to no more than a 30-minute presentation to overview their qualifications and approach to the proposed project.  This should include design, construction, financing, training, O&M services, performance monitoring, and performance enhancement.  A detailed description of the responsibilities assigned to each member of the project team over the life of the project is requested. (The 30-minute time limit will be enforced).

The remaining hour of this segment will be used to ask specific questions which will include but not be limited to the topics that follow.  The company will be asked to respond to direct questions posed by the evaluation team during this portion of the interview process.  The company will not be required to prepare formal responses in advance of the interview.

Interview Topics

1. Accuracy of predicted performance on past projects installed or managed by the firm. 

2. Ability to complete construction on schedule.

3. Methodology used to calculate project savings, measure performance, and assign dollar values to savings over the term of the contract.

4. Method of project invoicing.

5. Proposed arrangements for equipment service and maintenance provisions over the contract term.

6. Terms of the guarantee offered to insure the project’s financial performance.

7. The firm’s preferred approach to project financing.

8. Key provisions and flexibility of legal agreement submitted.

Site Specific Segment  (1 Hour)
This segment will focus on the firm’s technical approach to improving the energy efficiency and reducing energy costs at the facility.  In lieu of a formal presentation you will be asked to respond to specific questions which will include but not be limited to the following topics:

1. Technical measures likely to be included in a contract, measures that merit more study, and measures previously proposed which seem likely to be rejected.

2. Site-specific operational and maintenance changes proposed.

3. Estimated range of energy and demand savings available and the basis for those estimates.

4. Estimated range of gross annual energy and cost savings available and the basis for those estimates.

5. Specific methods of equipment and performance monitoring.

6. If you have any questions or require additional information please contact:

Insert name, address, phone and fax numbers.
Sincerely,

Contact Person, 

Title
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