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REQUEST FOR PROPOSALS 
TOWN OF CORINTH, VERMONT 

Design/Engineering Services for Upgrades to Town Hall 
and Office Building HVAC Systems 

 October 10, 2025 

RFP Response Deadline - Proposals are due by 3:00 PM on November 4, 2025 (submission requirements 
below). 

Contact Person for RFP Questions - Questions about this RFP shall be directed in writing to Norm Collette, 
Town Hall Facility Manager at normcollette5519@gmail.com. The last day to submit questions shall be 
October 21, 2025. A written addendum answering all questions received shall be issued no later than October 
28, 2025. 

Project Information 

The Town of Corinth (Town) town hall and office building was built in the 1910s and is located in the historic 
hamlet of Cookeville. The building has had a wide range of uses over the years from the original feed and 
mercantile business to the Town’s schoolhouse, and finally to the current use of town hall and office building. 
The original building is a two-story balloon framed structure with a flat roof. An addition was added to the 
original structure in the late 2000s. The building’s foundation and basement level are a mix of concrete and 
field stone with some of the space being full height (~5’-8” height) and other areas being reduced to crawl 
space. 

The town hall is currently heated with an oil burning forced hot air furnace (Metromatic MFG - 200,000 BTU/hr) 
and a hydronic propane boiler (Peerless Boilers -128,000 BTU/hr). The oil furnace primarily provides heat to 
areas of the original structure, while the propane boiler supplies heat to portions of both the original structure 
and the newer addition. The propane boiler also serves to supply supplemental hot water to the building’s 
bathrooms and kitchen as needed. Both units are in good condition and will remain in place and functional 
to serve as backup to the new HVAC systems. 

The Town of Corinth was recently awarded an Act 172 Community Capacity Implementation Grant, through 
the Municipal Energy Resilience Program (MERP), by the Vermont Department of Buildings & General Services 
(BGS). Grant funds will be used to make HVAC improvements to the town hall and office building. The 
proposed HVAC system upgrades would include the addition of a cold climate heat pump and ductless mini-
splits to heat and cool the office space. It is assumed that two indoor head units will be required as the office 
space consists of two separate areas. Additionally, a second cold climate heat pump system is envisioned to 
work in conjunction with the existing forced hot air furnace as a hybrid type system. The Town is seeking 
proposals from qualified engineering consultants for the design of both heat pump systems. Work related to 
this project must be completed by December 31, 2026, as specified in the attached Grant Agreement. 

Scope of Work 

The design/engineering scope of work will include:  

1. An initial meeting on-site with representatives of the Town and Consultant to develop a clear 
understanding of the project goals, objectives, timelines, and deliverables. 
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2. Additional site visits as needed to collect data or existing conditions information needed for project design 
and permitting.  

3. Reviewing the Corinth – Town Hall  MERP Level 1 Energy Assessment, dated 8/23/24.  

4. Reviewing other relevant documents including, but not limited to, the Grant Agreement and the 
Memorandum of Agreement (MOA) between the BGS and the Vermont Division for Historic Preservation 
(VDHP). 

5. Assisting the Town in identifying and acquiring federal, state and local permits and approvals necessary 
to complete the project including, but not limited to, approval from VDHP in accordance with the above-
referenced MOA and approval from the Vermont Division of Fire Safety. The Town will be responsible for 
permit fees.  

6. The design of a mini-split ductless heat pump system for heating and cooling of the building’s office space, 
and the design of a hybrid heat pump system using the existing forced hot air furnace for the remaining 
building’s heating needs. In support of the design, commercial load calculations shall be completed in 
accordance with the current version of ANSI/ACCA Manual N (Commercial Load Calculation), or equivalent, 
using interior design temperatures of 75 degrees for cooling and 70 degrees for heating. Room by room 
load calculations shall be completed to evaluate building heating and cooling needs. The design shall 
select commercial equipment in accordance with the current version of ANSI/ACCA Manual CS 
(Commercial Applications, Systems and Equipment) or equivalent. Cooling equipment shall be capable of 
meeting the sensible and latent load of the building that is not sized more than 115% of total load or next 
available size. Heating equipment shall be of the lowest capacity required to meet the design heating load 
and provide the air movement required by air conditioning equipment installed. The selected HVAC 
system components shall be ENERGY STAR® certified, or equivalent, and cold climate compatible. 

7. A hybrid heat pump/forced hot air furnace control system that manages which component of the system 
is operating based on exterior temperature and building heating/cooling needs.  

8. Developing a complete bid package including a detailed scope of work with plans, schematics, design 
drawings and technical specifications that a contractor will need to bid on and construct the project. 

9. Preparing additional documents or information needed to complete the project, including contract 
documents, a project cost estimate (with items and quantities), and a project construction schedule.   

10. Ensuring that plans and documents prepared for the project are consistent with applicable laws, statutes, 
ordinances, building codes and standards including, but not limited to, IBC standards, Building 
Performance Institute (BPI) Standards and Vermont Building Energy Standards.  

11. Consulting with Efficiency VT, Washington Electric Cooperative, Inc. and others, as needed, during project 
planning and design to maximize energy and cost savings, and to ensure compliance with applicable 
regulations.  

12. Answering questions about the Scope of Work from contractors interested in responding to the Request 
for Bids. 

13. Assisting the Town in evaluating contractor bids. 

Submission Requirements 

To respond to this RFP, please email a PDF of the proposal by the above indicated deadline to Norm Collette, 
Town Hall Facility Manager at normcollette5519@gmail.com using “Town Hall HVAC Proposal” in the subject 
line. Proposals may also be hand delivered or mailed (six hard copies requested) to the Town Office located 
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at 1387 Cookeville Road, Corinth, VT 05039 (mailing address PO Box 461, Corinth, VT 05039). Proposals 
received after the due date and time, either by email, mail, or hand delivery, will not be accepted or reviewed. 

The Town Office is open, Monday and Thursday between the hours of 8:00 AM and 2:00 PM and on Tuesday 
between the hours of 8:00 AM and 4:00 PM. 

Responses should include the following information: 

1. Cover Letter - Include a cover letter expressing the consultant’s interest in the project and outlining its 
qualifications and experience with similar projects.  

2. Approach - Include a description of the general approach to be taken toward completion of the project. 
Also provide an explanation of variances to the proposed scope of work outlined in this RFP, and insights 
into the project gained as a result of developing the proposal.   

3. References - Include a minimum of three references for whom a similar project has been completed 
within the past five years.  

4. Schedule - Provide a detailed schedule for completing the Scope of Work. 

5. Fee Structure and Total Cost - Estimate the cost of the project on a time and materials basis with a not 
to exceed total. Specify the number of hours needed to complete each of the activities described in the 
scope and the associated hourly rates, as well as the cost of materials needed.  

The cost of preparing and submitting a proposal is at the sole expense of the consultant. Proposals become 
the property of the Town upon submission. 

Consultant Selection 

Proposals will be evaluated by the Town Hall Building Committee at a public meeting to be held on November 
6, 2025 at 7:00 PM at the Town Hall, located at 1387 Cookeville Road, Corinth, VT 05039. The Committee will 
then present their recommendation to the Town of Corinth Select Board for approval at their next meeting 
held on November 10, 2025, at 6:30 PM at the Town Hall. 

Evaluations will be based on the following criteria:  

1. The qualifications of the consultant and the personnel expected to work on the project. 
2. The experience of key staff members that have worked on similar projects.  
3. The clarity of the proposal and the extent to which it addresses the requirements of the RFP.  
4. The consultant's ability to do the work within the specified timeframe.  
5. The estimated total cost of the project.  

Prior to selection, the Select Board may elect to interview one or more of the consultants that submit a 
proposal. The Select Board also reserves the right to seek clarification of submitted proposals and to select 
the consultant whose proposal is considered to best serve the Town’s interests. 

The Select Board has the right, at its sole discretion, to cancel, in part or in its entirety, this RFP; to reject any 
and all proposals, wholly or in part; to waive any informalities or any irregularities therein; to accept any 
proposal even though it may not be the lowest; to call for additional proposals; to negotiate with any qualified 
source; and to make an award which, in its sole and absolute judgment, will best serve the Town’s interest. 
This solicitation in no way obligates the Town to award a contract. If a contract is awarded, the Select Board 
reserves the right to investigate the financial condition of consultant to determine the ability to assure service 
throughout the term of the contract. 
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Contracting 

The Consultant, prior to being awarded a contract, shall apply for registration with the Vermont Secretary of 
State's Office to do business in the State of Vermont, if not already so registered. The registration form may 
be obtained from the Vermont Secretary of State, 128 State Street, Montpelier, VT  05633-1101; Phone: (802) 
828-2363, (800) 439-8683; Vermont Relay Service – 711; Web site: https://sos.vermont.gov  The contract will 
not be executed until the Consultant is registered with the Secretary of State's Office.  

The Grant Agreement for this project includes Attachment C: Standard State Provisions for Contracts and 
Grants, which requires the following provisions to be included in all contracts for work performed in the State 
of Vermont: Section 10 (“False Claims Act”); Section 11 (“Whistleblower Protections”); Section 12 (“Location of 
State Data”); Section 14 (“Fair Employment Practices and Americans with Disabilities Act”); Section 16 (“Taxes 
Due the State”); Section 18 (“Child Support”); Section 20 (“No Gifts or Gratuities”); Section 22 (“Certification 
Regarding Debarment”); Section 30 (“State Facilities”); and Section 32.A (“Certification Regarding Use of State 
Funds”). 

Upon award of this contract, the successful Consultant will be expected to execute sub-agreements with 
subconsultants named in the proposal, and to identify each subconsultant’s workers compensation insurance 
provider. 

Insurance Requirements 

Prior to beginning work, the Consultant shall obtain Insurance Coverage that meets the requirements of the 
Standard State Provisions for Contracts and Grants and includes professional liability insurance. A certificate 
of insurance documenting coverage and naming the Town as an Additional Insured shall be provided to the 
Town. 
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WE THE UNDERSIGNED PARTIES AGREE TO BE BOUND BY THIS GRANT AGREEMENT. 

By the State of Vermont: 

Date: ________ _ 

Signature: ___________ _ 

Name: ____________ _ 

Title: ____________ _ 

Department of Buildings and General Services 

By the Grantee: 

Date 4:%:Jt ;;;toz..S

Signature: __ e � 

Name: C,41.r/ fkr-:>1,.../ 

Title: JJ�J-h�J �t.e_-. 


























