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Project: Commissioning Services for New Milwaukee 
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Project No.: WS0126 

 
Subject: REQUEST FOR PROPOSALS (R.F.P.) 

 
 
Milwaukee County Department of Administrative Services is requesting proposals from qualified 
independent third-party Commissioning Providers (CxPs) for commissioning services to assist 
and support the design, construction and start-up of a new, 60,000± gross square feet 
administration building to accommodate the relocation and consolidation of Milwaukee County 
Department of Health and Human Services (DHHS) staff and functions. 
 
The goal of this commissioning project is to reduce energy use, emissions, and operations and 
maintenance costs for the new building, while improving occupant comfort. 
 

I. BACKGROUND 
 
Milwaukee County DHHS is transforming its service delivery method to provide more effective 
services to the residents of Milwaukee County. One of the strategies driving the transformation 
is for DHHS to address root causes by providing the right treatment, at the right place, at the 
right time and in the right way. This transformation will not only be a functional reorganization, 
but also a significant cultural shift that requires a facility design and project execution that aligns 
with and supports the new DHHS service delivery model. 
 
DHHS leadership and administrative offices are currently located in the existing 206,300 gross 
square feet Marcia P. Coggs Human Services Center facility, located at 1220 W. Vliet Street, 
Milwaukee. The proposed new building will accommodate this new service delivery method and 
consolidation of staff. 
 
Project Development History 
DHHS and DAS-FMD staff started the planning work in 2018, identifying potentially impacted 
DHHS divisions and existing facility footprints. DHHS and DAS-FMD developed a strategic 
facility plan defining facility goals and office location search criteria. At the time, the existing 
Coggs facility was not considered a viable option due to its limitations in accessibility, lack of a 
warm, welcoming environment, and significant deferred maintenance needs. As part of the 
adopted 2020 budget, the Milwaukee County Board approved capital project WS126 to fund 
detailed planning, design and construction-related services for tenant improvements in a leased 
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space. In early 2020, DAS-FMD retained a design consultant to prepare a detailed space 
program for DHHS requirements. At the same time, DAS-Economic Development Division 
retained a real estate consultant to assist with the search for leased space. The County staff 
and consultant team explored potential leased space throughout 2020 and into 2021, reviewing 
fit plans and potential lease terms. In May 2021, after evaluating the potential financial impacts 
of leased space on DHHS operating budget, and considering the long history of DHHS providing 
services out of Coggs, DHHS determined that Coggs was the preferred location for future 
administrative office space and customer services, assuming significant capital reinvestment. 
 
The County performed a detailed financial analysis to compare renovating the existing Coggs 
facility to build a new facility to replace Coggs, either in the same location as the existing Coggs 
facility or at a new location. The findings of that financial analysis resulted in a recommendation 
to build a new facility to serve DHHS, rather than renovating the existing Coggs facility. 
 
Overall Project Scope 
Preliminary analysis of space needs by County staff resulted in an estimate that a new 
administration building of approximately 60,000 gross square feet would be required for DHHS. 
From both an estimated construction cost and net present value perspective, building a new 
60,000 gross square feet facility for DHHS is the current recommendation. The existing Coggs 
facility is currently planned to be demolished and surface parking built in its place. 
 
The project is funded through a combination of Milwaukee County capital budget and American 
Rescue Plan Act (ARPA) funding. The project execution will need to meet the schedule 
requirements of the ARPA funding, which stipulates that all ARPA funding must be fully 
encumbered by December 31, 2024, and fully spent by December 31, 2026. Milwaukee County 
selected the Construction Management at Risk (CMaR) project delivery method, in part to assist 
with meeting the ARPA funding requirements. 
 
Milwaukee County has retained a design consultant, Engberg Anderson, to provide CMaR 
design services for the project, as well as a CMaR firm, JP Cullen, to provide pre-design and 
construction management services for the project. 
 
Milwaukee County has also retained an Owner’s Representative, The Concord Group, to assist 
with establishment and execution of this project. Concord also manages an overall ARPA 
program management office, through which all ARPA-funded projects such as this one will be 
tracked and reported. The selected commissioning consultant will be expected to coordinate 
with The Concord Group in project execution. The Concord Group was not involved in 
development of this RFP. For purposes of this project, The Concord Group is considered an 
independent third-party Commissioning Provider and may submit a competitive proposal for this 
project. 
 

II. GENERAL PROJECT DESCRIPTION 

A. General project commissioning requirements 

1. The project will be commissioned in accordance with the Building Commissioning 
Association’s New Construction Building Commissioning Best Practices 
(attached) and in accordance with applicable elements of ASHRAE Guideline 0 
The Commissioning Process and ASHRAE Standard 202 The Commissioning 
Process for Buildings and Systems, except as noted in this RFP. 

Nilles, Peter
note
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2. The project will be commissioned to meet or exceed the requirements of the 
Wisconsin Commercial Building Code. 

3. The commissioning process does not take away from or reduce the responsibility 
of the Design Professional and Construction Manager to provide a finished and 
fully functioning product. 

B. New building scope 

The existing space program envisions a new, multi-story, 60,000± square foot 
building for DHHS and Friedens Food Pantry, anticipated to be constructed on land 
owned by Milwaukee County north of the existing Coggs facility, on Milwaukee 
County property north of West Cherry Street and east of North 13th Street, which is 
currently being used for surface parking. The first floor will have the main building 
entrance off West Cherry Street, with a drop-off canopy, secure vestibule and 
reception desk for security staff. An area of the first floor will be for the service 
functions of the building: loading area, toilet rooms and storage. The remaining other 
floors (two or three are anticipated) will be mainly open office areas with other 
coworking spaces mixed in. The floors are laid out with open office area around the 
outer perimeter and private offices and support spaces in the middle of the floor 
plate. A partial basement is planned to accommodate underground utility 
connections. The mechanical equipment will be placed on the roof to make access 
and maintenance easier. 

Surface parking is planned and will likely be divided into two separate lots. One lot 
will be open for public/visitor use and deliveries. The second lot will be secured for 
staff who will need access to the building on a 24/7 basis. 

C. Project schedule 

Current design and construction schedule estimates reflect development of a CMaR 
guaranteed maximum price in January 2023, at the completion of design 
development. Groundbreaking for the new facility is anticipated for July 2023, with 
construction completion and occupancy of the new building by January 2025. 

The requirements of the ARPA funding state that all ARPA funding must be fully 
encumbered by December 31, 2024, and fully spent by December 31, 2026. Since 
this project is partially funded by ARPA, it is expected that this project will be 
completed such that those deadlines are met. 

III. SCOPE OF COMMISSIONING CONSULTANT SERVICES 

The successful Consultant (CxP) shall provide all services as specified per the standard terms 
and conditions of the AIA C103-2015 and C203-2017 modified to incorporate Milwaukee County 
requirements and attachments. Copies of the draft contract documents will be emailed upon 
request. 
 
A. GENERAL REQUIREMENTS 

The Consultant for this project shall: 
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• manage and administer the services provided, and see that any subconsultants’ services 
are managed appropriately 

• consult with the designated County representatives as needed 
• attend commissioning meetings, prepare and distribute exhibits and supporting 

information for meetings as required, prepare and distribute agendas and minutes for 
each meeting 

• communicate with members of the Project team 
• prepare and regularly update a commissioning schedule that will include milestones for 

decisions to be made by Milwaukee County, work by the consultant, work by contractors, 
and level of completion. Coordinate commissioning schedule with Construction 
Manager’s detailed project schedule. 

• issue written progress reports on a regular basis (not less than every two weeks), 
providing status updates on scope, schedule, budget, and deliverables, and identifying 
additional input needed from Milwaukee County 

• coordinate the work of their team including any subconsultant(s) 
• coordinate their work with those services provided by Milwaukee County and Milwaukee 

County’s consultants 
 
Additionally, the Consultant for this project shall take into the following conditions: 

• The CxP is an independent advocate for the Owner, directs the overall commissioning 
process and makes the final recommendations to the Owner regarding functional 
performance of the commissioned building systems and assemblies. 

• The commissioning team shall be led by an independent lead CxP who shall serve as 
the point of contact and be actively involved in review and oversight of all aspects of the 
commissioning process. This person shall be responsible to direct, execute and manage 
the evaluation by the commissioning team of the design, construction, and operation of 
the commissioned systems’ compliance with the design and construction documents 
(plans, specifications, addenda). The lead CxP shall serve as a key member of the team 
working in concert with the engineer of record, Construction Manager and sub-
contractors in tracking, trouble shooting, and resolving all issues. 

 
B. SYSTEMS AND ASSEMBLIES TO BE COMMISSIONED 

A. The following systems and assemblies are to be included in the scope of this 
commissioning project: 

All HVAC Systems and Equipment Controls (possible systems including, but not limited 
to): 

• Chilled water system (chiller, cooling tower, piping, pumps) 
• Heating water system (boilers, piping, pumps) 
• Air handlers (including minimum outside air control, CO2 monitoring, heat 

recovery, humidification) 
• Hydronic piping (including air separators and expansion tanks) 
• Ductwork 
• Thermal comfort, temperature and humidity control 
• Variable speed drives 
• Unit heaters 
• Air terminal boxes 
• Variable refrigerant flow (VRF) system 
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• Computer room air conditioning units 
• Fan coil units 
• Restroom exhaust system 
• Miscellaneous exhaust fans 
• Building automation and control system (BAS) 
• Radiant floor heating 
• TAB work 
• HVAC and envelope differential pressure relationships 

Electrical Systems 
• Scheduled lighting controls 
• Exterior lighting controls 
• Daylight dimming controls 
• Lighting occupancy sensors 
• Emergency power generator system and ATS 
• Photovoltaics 

Security and Data 
• Access control security system 

Plumbing 
• Domestic water system (booster pumps) 
• Domestic water heating system (heaters, circulation pumps, mixing valves) 

 
 
C. BASIC SERVICES 

A. Pre-Design Phase 

1. Draft the Owner’s Project Requirements (OPR) to meet the design criteria 
prepared by the Owner and Owner’s project design consultants, and with 
significant Owner and other stakeholder collaboration and input, with ultimate 
approval by the Owner. 

a. The OPR defines the expectations, goals, benchmarks and success 
criteria for the project that the Owner desires to be documented and 
tracked. The OPR sets the functional goals that the design is judged 
against and establishes the basis of the criteria used during construction 
to verify actual performance. The OPR does not list items that are already 
required by code. The OPR is generally not a description of what 
specifically will be included in the project design but is the feature and 
categorical performance criteria to be met by the design. 

b. For the above systems and assemblies requirements for the following 
categories will be included in the OPR: design and construction 
processes and schedules, energy efficiency, sustainability, indoor 
environmental quality (temperature, humidity, ventilation, lighting, 
connection to outdoors), safety, security, component and assembly 
quality, reliability, durability, flexibility, redundancy and cost, staff training, 
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operation and maintenance, documentation, commissioning rigor, 
ongoing monitoring or commissioning and other Owner directives. The 
elements of the OPR shall be verifiable and ideally and optionally include 
specific success criteria. 

c. The OPR is supported by design narrative written by the design team and 
included with design package submissions. The supporting design 
package documents the primary thought processes and assumptions 
behind the design decisions and describes the design elements being 
incorporated to meet the OPR. 

2. Submit the OPR to the Owner for review and comment and update OPR based 
on mutually-agreed suggested modifications accordingly. 

3. Develop a design phase commissioning plan and submit to the Owner that 
provides: 

a. A project specific overview of the commissioning process, listing all 
systems to be commissioned. 

b. The project teams’ roles and responsibilities throughout the project, 
including that of the commissioning team, design consultants, 
construction manager and Owner with recommendations for inclusion of 
these in their respective contracts. 

c. General communication, coordination and management protocols, 
schedule and deliverables for the Design Phase. 

d. Design Review Requirements: The review objectives and scope for each 
system to be reviewed and the process for each design review required, 
including comment adjudication. 

e. Scope and process for developing the commissioning specifications. 

4. Participate in at least two partnering meetings during pre-design. 

5. Utilize a cloud-based commissioning management application (CxAlloy or 
similar) for use by the project team to track and manage the commissioning 
process, design issues, construction issues, and progress of function 
performance tests at a minimum. 

B. Design Phase 

1. Perform the OPR activities described in Pre-Design as soon as possible in 
Design. 

2. Develop a Design Phase Cx Plan as necessary per the requirements listed in 
Pre-Design. Provide to the Owner and Design Team. 
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3. Conduct a design phase planning and scoping meeting with the design team and 
Owner. 

4. Review and update the OPR as needed based on initial review of the Design 
Development Package of documents. 

5. Perform focused reviews of the design and specifications against the OPR. 
Submit comments and review and adjudicate concerns and responses with the 
Owner and Design Team. Back check the incorporation of comments in the next 
design submission. 

6. The following table provides the requirements of the reviews to be accomplished 
by the CxP: 

Design Review Scope 

Phase Scope of Reviews 

Design 
Development 

Primarily review for commissioning facilitation and operations and 
maintenance issues and obvious areas where OPR may not be met, 
plus a deeper look into OPR compliance, review the design criteria, 
energy efficiency, indoor environmental quality, functionality for 
tenants, environmental sustainability, life cycle cost (qualitative), 
durability and safety. 

Construction 
Documents 

Same as Design Development, plus review ongoing monitoring 
requirements, identify vague and incomplete issues likely to cause 
change orders and do extra effort on confirming controls are well 
thought out, completely defined and workable. 

a. Reviews for constructability and physical coordination are not explicitly in 
the CxP’s scope, but issues observed shall be documented. 

b. Review to verify compliance with building codes are not explicitly in the 
CxP’s scope, but issues observed shall be documented. 

7. Facilitate, participate in and track outcomes of one controls integration meeting 
with the CxP and appropriate members of the design team. Review control 
system features, strategies, sequences and interlocks between systems and 
disciplines, etc., identify and facilitate resolving conflicts and see they are 
incorporated into the design. 

8. Create a Construction Phase Commissioning Plan 

a. Develop project specific commissioning specifications. 

i. The commissioning specifications shall provide a clear and 
complete description of the commissioning process and the roles 
and responsibilities of the Construction Manager and 
subcontractors. 
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ii. Definitions, responsibilities by party, submittal requirements, 
coordination, meetings, process and requirements relative to 
installation, construction checklist creation and execution, start-up, 
test-readiness confirmation, functional test development and 
execution, deferred and seasonal testing, issue and non-
conformance, training of Owner personnel, O&M documentation, 
systems manual requirements, documentation and closeout. 
Identify by equipment, who is writing construction checklists and 
functional tests, approving the forms, directing, executing and 
documenting tests, etc. 

iii. The above elements applicable to all systems commissioned shall 
be provided in a General Commissioning Requirements section, 
provided in draft during Design Development. 

iv. Specific testing and monitoring (trends), sampling and other 
unique requirements shall be developed for each system in a 
separate appropriate specification section, e.g., mechanical, 
electrical, plumbing. 

v. A few representative construction checklists and functional tests 
shall also be provided for reference. 

vi. The commissioning specifications shall be updated as required for 
the 100% construction documents submission. 

b. The Cx Plan shall augment the process given in the Cx specifications, 
providing some repeat of the general commissioning requirements. 

c. Additionally, provided shall be more specific for this project, including 
more detail on the communication, management, and access reporting 
and approval protocols, the submittal process, field observations, 
construction checklist and functional testing development, coordination, 
execution and documentation, air and water balancing management, 
meeting schedule and frequency, including controls integration meetings, 
communication protocols, scheduling issues, progress reporting, testing 
in phases, issue management, subcontractor task delineation, training, 
systems manual development, etc. 

d. The Cx Plan document does not include the construction checklists and 
functional tests which are developed during the Construction Phase, 
though samples may be part of the plan. 

e. The Cx Plan shall be submitted for review by Owner, design team, and 
Construction Manager no later than one month after the completion of 
design development or one month prior to the anticipated start of 
construction. 
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C. Construction Phase 

1. Conduct a planning meeting with the Owner and Construction Manager after Cx 
Plan is reviewed and approved by the Owner. 

2. Update the Construction Phase Commissioning Plan. 

3. Attend preconstruction meetings for the equipment or systems included in the 
CxP scope. 

4. Create a Cx schedule and have the Construction Manager integrate it into the 
construction schedule. 

5. Conduct a Commissioning kick-off meeting with Construction Manager and 
subcontractors. Review the Cx Plan and specifications and process highlighting 
the trades’ responsibilities. 

6. Prior to controls programming, hold a controls integration meeting where the 
submittal review comments of controls sequences and drawings are discussed, 
and issues resolved. Track and submit issues. 

7. Develop project specific functional test procedures for all commissioned 
equipment and systems. 

a. Test procedures shall be developed uniquely for each project and are 
composed of repeatable, step-by-step narrative procedures and include 
the test prerequisites and set up conditions, the test process of perturbing 
or observing the system or set points, the expected outcomes, the 
acceptance criteria and a place to record the results. 

b. Test procedures shall confirm every sequence in the building automation 
system sequences of operation and relevant features and sequences of 
on-board controllers including staging, interlocks to other equipment, 
alarms, manual operation, time of day schedules, off-hours operation, fire 
mode, loss of power and equipment failure, etc. 

c. All larger, more complex, process critical or life-safety equipment shall be 
individually tested. Testing only a sample of some equipment or 
assemblies may be allowed where such equipment or assemblies are 
small in physical size or importance, are numerous and are not complex 
or critical for process or life-safety. 

d. Systems that are monitored through a building automation system, shall 
be trended by the CxP after manual testing is complete. Trend 
requirements will be included in the functional test forms. Trends shall 
confirm proper operation of all major control loops, equipment staging and 
time of day scheduling, etc. 

e. Provide functional test procedures to the Construction Manager early and 
so they can execute the tests on their own prior to formal functional 
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testing with the CxP. Incorporate Construction Manager comments into 
the forms. 

f. Test procedures developed by the Construction Manager or vendors shall 
be approved by the CxP. 

g. Indicate quantity of site visits and hours onsite included within fee during 
the functional performance testing. 

8. Conduct and lead periodic commissioning meetings with the O/A/E/C team. In 
general, these meetings shall be held on the same day as regularly scheduled 
construction meetings. Assume ten (10) commissioning meetings are required for 
this project. Document meeting minutes and provide meeting summary to Owner 
after every meeting. 

9. Review minutes of Owner, Architect, Construction Manager meetings to keep 
abreast of project progress. 

10. Review requests for information and change orders of commissioned equipment. 
Comment as warranted to maintain the OPR. 

11. Develop and manage a Commissioning Issues Log in a spreadsheet or database 
application that allows sorting and filtering and efficient displaying and printing of 
data. Keep log updated as issues are identified. Regularly submit the log to the 
Owner and Construction Manager. 

12. Facilitate resolution of issues related to commissioning of equipment and 
systems. The CxP is not responsible for issue resolution but is expected to 
provide input when they may have a unique and valuable perspective due to their 
expertise or onsite familiarity with the project and when such input can be readily 
done without much analysis. 

13. Conduct construction site observations beginning when the commissioned 
equipment is shipped to the site. 

14. Make observations about equipment model and features meeting submittal 
requirements, equipment condition, installation, scheduling, coordination and in 
the proper utilization of construction checklists. The observations will check 
things randomly in construction checklists and will target other areas deemed 
necessary by the CxP. 

15. Document issues in the Commissioning Issues Log that require addressing by 
the Construction Manager and forward the log to the Owner and Construction 
Manager in a timely manner. Construction progress reports are not desired. 

16. Conduct periodic site observation visits to review the installation of systems 
being commissioned and witness major equipment startup. Assume eight (8) site 
visits are required for this project. After each site visit, CxP shall submit site 
observation report to owner for review. If CxP feels more site visits are required, 
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provide price for each additional site visits and justification why additional site 
visits are required. 

17. Conduct regularly scheduled commissioning coordination meetings. Take and 
distribute minutes. Propose meeting frequency. Meetings shall include planning 
and kickoff meetings, plus one meeting per month once duct work has been set 
and twice a month once the first major piece of HVAC equipment is started. 
When testing begins, meetings shall be weekly until occupancy.  

18. Distribute commissioning progress reports from the cloud-based commissioning 
application system every two weeks or as necessary to maintain record of 
progress and issues. 

19. Review startup and factory test reports of commissioning equipment and confirm 
compliance with the manufacturer’s recommendations and good practice. 

20. Observe some of the air and water balancing work sufficient to be reasonably 
confident it is being done correctly. Review the balance report. Field verify a 
minimum of 5% with contractor on site. 

21. Confirm formal functional test readiness through field observation, review of start-
up reports and construction checklists, observation of control system and 
equipment operation, including trending and when required review of contractor's 
pre-tests of system operation. 

22. Schedule, direct and document functional testing with Construction Manager. 

23. Utilize observations, active tests and trending or monitoring of systems and 
assemblies to evaluate compliance with the construction documents and OPR. 
The testing rigor required is described in the functional test procedure articles 
above. 

24. Confirm critical sensor and actuator calibrations and building automation system 
graphics are accurate prior to or at the beginning of testing. 

25. Write, direct, execute and document tests on approved test forms. Record issues 
on the Issues Log and forward to Construction Manager and Owner in a timely 
manner. Witness tests executed and documented by others sufficient to be 
reasonably confident they are being done properly and review completed test 
reports. 

26. Sampling. CxP shall test only a sample of like equipment as follows (Contractor 
testing described below is in addition to the Contractor pre-tests): 

a. For all sampling testing by the CxP, if there are any failures, the 
Contractor shall make needed corrections to all like units and to units with 
the same or similar elements that failed in the entire project and then 
show the CxP how the units’ corrections and programming were made 
and shall document random retesting of the rest of the project of the 
same percentage the CxP originally tested using the CxP’s forms. CxP 

Neal Day
Erik's email 10/27 8am has very good verbiage in fourth bullet that could be included.

Neal Day
This is sometimes difficult to achieve. HVAC controls graphics are work in progress during startup and commissioning. Consider rewording.

Neal Day
Eric confirmed that this is common and should remain in RFP.
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will review retesting documentation and may use allotted retesting hours 
for random back-checking of the corrections. 

b. Terminal boxes or radiators (air or water): CxP tests all sequences and 
features on 20%. On all units CxP executes building automation system 
reports or queries during heating and cooling mode to verify proper valve 
and damper actuation and room temperature control. 

c. Lighting occupancy sensors: CxP shall test 30% with the Contractor, 
Contractor tests and documents the balance. 

d. Daylight dimming controls: CxP shall test 30% with the Contractor, 
Contractor tests and documents the balance. 

e. Access Control: CxP shall test all components at 30% of the openings 
under access control with the Contractor, Contractor tests and documents 
the balance. 

f. Domestic Hot Water System: CxP shall test 20% of like equipment with 
Contractor, Contractor tests and documents the balance. 

g. For the above cases for the balance of equipment the Contractor tests 
alone, the CxP shall review the test reports and field back checks 10%. 

h. For major pieces of like equipment i.e. boilers, air handlers, water 
heaters, etc., CxP shall test 100%. 

27. Submit reports of completed tests to the Owner. 

28. Facilitate and verify operator training. 

a. Develop detailed training agendas for each system and assembly and 
provide to the Contractor to use during their training. From Owner input, 
include desired training rigor and attendee type. Include a place to mark 
each concept taught and have a log-in of attendees. 

b. Develop questionnaires for the trainees that evaluate the training and 
attach to the agenda submitted to the Contractor. 

c. Review filled in agendas and questionnaires to confirm training adequacy. 
Submit documentation of this review. 

29. Review O&M manuals for compliance with the specifications parallel with the A/E 
review. 

30. Verify that all project closeout documents, to be provided by the Contractor, are 
provided within 90 days of the date of receipt of the Certificate of Occupancy. 
These documents include but are not limited to record drawings, Operations & 
Maintenance manual, and system balancing report. 

Neal Day
Can this section be deleted? I have never encountered this and could be costly if needed.
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D. Construction Submittals Review 

1. Review and comment for compliance with the plans, specifications, OPR and for 
commissioning facilitation for the equipment and systems included in 
commissioning. 

E. Measurement and Verification (M&V) Plan 

1. Create Measurement and Verification (M&V) plan to comply with the project 
sustainability requirements, and/or an initial ongoing commissioning plan. The 
plan is only detailed enough to allow identifying in the plan what monitoring 
points need to be included in the construction plans and specifications. See that 
needed points are a required in the project documents. 

2. Fully develop the Measurement and Verification Plan. Confirm that all points and 
data streams are installed and recording properly. 

F. Occupancy and Operations Phase 

1. Finish compiling the Systems Manual. The CxP receives System Manual 
elements electronically from others and provides some elements themselves, as 
noted below, and compiles them into one electronic suite of pdf documents, all 
organized, bookmarked and hyperlinked and submits to the Owner. Bookmarks 
must be down to the equipment level for submittals and O&Ms, startup reports, 
test record, etc. The contents of the Systems Manual generally follow ASHRAE 
Guideline 0. 

2. Conduct seasonal testing at near peak heating and cooling conditions. Seasonal 
testing, primarily by trending, when possible, shall be conducted for peak heating 
and cooling seasons unless one will be covered at turnover testing Also confirm 
space temperature control performance in all rooms, general building pressure 
and any special room differential pressure control. Submit reports to the Owner. 

3. Conduct check-ins with operations staff and the building manager three times 
during the first year. Ask about building operation and performance issues 
related to commissioned equipment. Provide technical support and assist with 
resolving issues or forward them on to the Contractor or design team as 
appropriate. Provide a brief report to the Owner of each check in.  

4. Conduct an on-site Building Operations Review about 10 months after 
substantial completion. Review the results of the owner conducted Occupant 
survey and review the results of the previous check-ins with the O&M personnel. 
Review work orders related to commissioned systems, review of alarm and 
complaint logs and review of selected trend logs of known problem areas and 
other critical areas to confirm proper performance and equipment operation. 
Document issues and proposed solutions and identify responsible parties. 
Submit a report of the Review to the Owner. Update the Cx Report. 
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IV. QUALITY CONTROL 

Milwaukee County reserves the right to request partial or full reimbursement from consultants 
for change orders resulting from errors and omissions in the services they are contracted to 
provide. 
 

V. ANTICIPATED PROJECT TIMETABLE 

Commissioning Services Consultant Selection Process 
 

1. October 28, 2022 Issue Commissioning Services Request for 
Proposal 

2. November 10, 2022, 2:00 p.m. Optional pre-proposal meeting 
3. November 15, 2022, 4:00 p.m. Deadline for submittal of questions 
4. November 28, 2022, 2:00 p.m. PROPOSALS DUE 
5. December 2, 2022 Selection Committee complete review of submitted 

proposals 
6. Week of December 5, 2022 Interviews (if necessary) 
7. December 9, 2022 Selection Committee selects consultant 
8. December 30, 2022 Execute a contract with selected consultant 

 
VI. PRE-PROPOSAL MEETING 

There will be an optional pre-proposal meeting via Microsoft Teams at 2:00 p.m. on Thursday, 
November 10, 2022. Milwaukee County staff will be on hand to answer questions about this 
RFP. Parties interested in participating in this pre-proposal meeting shall indicate their interest 
and provide emails of individuals to be invited via email to peter.nilles@milwaukeecountywi.gov 
by no later than 4:00 p.m. on November 8, 2022. 
 

VII. PROPOSAL CONTENT 

The proposal shall conform to Milwaukee County's Proposal Preparation, Submission and 
Evaluation Guidelines (see Attachment 1). The proposal shall include the Consultant Proposal 
Form (see Attachment 2) and the following information: 
 

A. Cover:  Include project number and name, project location, consultant's name, address, 
telephone number, FAX number, e-mail address, proposal date, etc. 

 
B. Table of Contents: Include an identification of the material by section and page number. 

 
C. Letter of Transmittal: The name and description of the consultant submitting the RFP 

response briefly stating the consultant’s understanding of the service to be provided. 
Consultant shall acknowledge the receipt of any amendments to the RFP. 

 
D. New Building Commissioning Experience: Include a list of new building 

commissioning projects that your firm has participated on in the past five (5) years that 
are similar in size and scope to this proposed project. Provide five (5) examples similar 
to or of this project type which you feel best represent your firm’s commissioning 
experience with similar facilities. Include project size and description of involvement in 
various project phases and any other pertinent project facts. Attach maximum two 
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sheets for each of the five (5) examples. Include the Owner and contact information as a 
reference with each of the projects. 

 
E. Project Organization and Staff Experience: Include an organizational structure of the 

project team, including the relationship of the subconsultants to be used for this project. 
Provide resumes and references for the Project Manager and key project staff to be 
assigned to this the project, and include their name, title and/or duties for the project, 
relevant professional registrations. Provide a brief description of the Project Manager’s 
related experience including the time contributed in this capacity to past projects, and 
qualifications. 

 
F. Subconsultants:  Indicate the names and addresses of any subconsultants and/or 

associates proposed to be used in this project. State the capacity they would be used in 
and the approximate percentage of the total services they would provide. Also state their 
past experience in the field. 

 
G. Project Approach: Provide a description of issues you anticipate in this project and how 

you propose to overcome them. Discuss how you plan to staff the project to efficiently 
complete the work effort. 

 
H. Scheduling:  Provide a project schedule indicating a sequenced timetable with 

necessary tasks, based on the schedule provided in this RFP. 
 

I. Community Engagement: Include recent project examples in which you have guided 
and achieved targeted business and residency goals and the reporting methods used. 
Describe how this experience relates to this project. Indicate any particular ideas that 
may be deployed and articulate your commitment to working with the County to achieve 
project goals. 

 
J. Constant Effort: Include a spreadsheet/matrix listing the names, classifications, hourly 

rates and hours to be spent to provide services for the proposed commissioning services 
as described in this RFP. 

 
K. Quality Control: Submit a contract document quality control plan. Quality control is to 

be performed by individuals not assigned to the project on an ongoing basis. 
 

L. Insurance: Provide a one page with insurance information and limit. 
 

M. Fee Proposal. The fee for commissioning services for this project shall be clearly stated 
as an actual cost not-to-exceed fee. 

 
VIII. PROPOSAL EVALUATION 

See the attached Milwaukee County Proposal Preparation, Submission and Evaluation 
Guidelines for the evaluation criteria. Proposers must recognize this is not a bid procedure, and 
a Professional Services agreement will not be awarded solely on the basis of the low fee 
proposal. Milwaukee County reserves the right to accept or reject any and all proposals, issue 
addenda, request clarification, waive technicalities, alter the nature and/or scope of the 
proposed project, request additional submittals, and/or discontinue this process. 
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Final evaluation will include but not be limited to the following: commissioning tools or software 
that differentiate or are unique from others, proposed project team, ability to work as an 
integrated team, general project approach and quality controls. 
 

IX. GENERAL PROPOSAL REQUIREMENTS 

A. TARGETED BUSINESS ENTERPRISE (TBE) REQUIREMENTS 
The Targeted Business Enterprise (TBE) Utilization Specifications and forms to be used 
are included in the RFP (Attachment 3). 

 
B. Selected Consultant shall follow Milwaukee County Code of Ethics as follows: No 

person(s) with a personal financial interest in the approval or denial of a Contract being 
considered by a County department or with an agency funded and regulated by a 
County department, may make a campaign contribution to any County official who has 
approval authority over that Contract during its consideration. Contract consideration 
shall begin when a Contract is submitted directly to a County department or to an 
agency until the Contract has reached final disposition, including adoption, County 
Executive action, proceeding on veto (if necessary) or departmental approval. 

 
C. Communication initiated by a proposer to any County official, employee or 

representative evaluating or considering to proposals, prior to the time of any award is 
prohibited unless at the explicit direction of the RFP Contact/Project Manager and any 
such unauthorized communication may constitute grounds for rejection or elimination of 
a proposal from further consideration, in the sole discretion of the County. 

 
D. The successful consultant must be an Equal Opportunity Employer. 
 
E. The proposal shall conform to all attached documents. All proposals should use this RFP 

and its attachments as the sole basis for the proposal. The issuance of a written 
addendum is the only official method through which interpretation, clarification or 
additional information will be given. 

 
F. All costs for preparing a proposal, attending the selection interview if required, or 

supplying additional information requested by Milwaukee County, is the sole 
responsibility of the submitting party. Material submitted will not be returned. 

 
G. The proposal must be submitted in a single bound 8-1/2-inch x 11-inch document, as 

well as via an emailed pdf document. 
 
H. With the signing and submission of a statement or proposal the submitting consultant 

certifies that the standard terms and conditions of the AIA C103 and AIA C203 
agreement modified to incorporate Milwaukee County requirements (that will be used to 
contract with the selected consultant) has been read and understood and that the 
submitting consultant is ready, willing and able to sign the agreement when requested 
without making any substantive changes. 
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Please provide one pdf version and one hard copy of your proposal no later than 2:00 P.M. on 
November 28, 2022 to Director of Facilities Planning and Development, Milwaukee County 
Department of Administrative Services, Facilities Management Division, 633 W. Wisconsin 
Avenue, Suite 1000, Milwaukee, Wisconsin, 53203 (Telephone (414) 278-4953, email 
peter.nilles@milwaukeecountywi.gov). 
 
 
Please direct questions regarding this RFP to me using the contact information provided above. 
 
 
Sincerely, 
 

 
 
 
 

Peter Nilles 
Director, Facilities Planning and Development 
Facilities Management Division 
Department of Administrative Services 
Milwaukee County 
 
 
 
Attachments: 

1) Proposal Preparation, Submission and Evaluation Guidelines 
2) Consultant Proposal Form 
3) Targeted Business Enterprise (TBE) Specifications and Form 
4) BCA New Construction Building Commissioning Best Practices 
5) Schematic design narrative and drawings 

 
cc: G. Helle, DAS-FMD Office of Sustainability 

L. Robinson, CBDP 
S. Carron, DAS-FMD 
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