TOWN OF PACOLET

REQUEST FOR PROPOSALS (RFP)

HVAC REPLACEMENT - PACOLET MILLS POST OFFICE
215 Montgomery Avenue, Pacolet, SC 29372

Issue Date: December 16, 2025
Proposal Deadline: Wednesday, January 14, 2026, at 2:00 p.m.

1. Project Overview

The Town of Pacolet is requesting proposals from qualified and licensed HVAC contractors to
replace the heating, ventilation, and air conditioning (HVAC) system located at the Pacolet Mills
Post Office building, 215 Montgomery Avenue, Pacolet, South Carolina. The Town owns the
building; the first floor (approximately 2,000 sq. ft.) is leased by the United States Postal Service
(USPS) and serves as the local post office. The second floor is currently vacant.

The building experiences very low public use, typically with one or two part-time postal
employees on-site and no more than three individuals in the building at any given time. Due to
the limited use of the facility, the Town seeks a cost-effective, minimal system that meets code
requirements and provides sufficient comfort for occupants and visitors.

2. Scope of Work
The selected contractor shall:

e Remove existing HVAC equipment and properly dispose of all materials.

e Furnish and install a new HVAC system appropriate for the building size and use
(approximately 2,000 sq. ft.).

o Ensure all work complies with applicable building codes, energy efficiency standards,
and manufacturer installation requirements.

e Coordinate with the Town’s building inspector (CC&I) for required inspections.

e Provide a minimum one-year warranty on parts and labor. Longer manufacturer
warranties are encouraged.

o Certify that all new equipment is warrantied against defects and that any system failure
within the first year will be repaired or replaced at no cost to the Town.

3. Contractor Requirements

e Must hold a valid South Carolina contractor’s license and be insured to perform HVAC
work within the Town of Pacolet.

e Must possess or obtain a Town of Pacolet business license prior to starting work.

e Must submit proof of licensing and insurance with proposal.

e Must complete a building permit application (no fee required).

e Project must pass inspection and receive final approval from the Town’s contracted
building inspector prior to payment.



4. Site Access

To arrange a building walkthrough, contact Pacolet Town Hall at (864) 474-9504 to schedule an
appointment with a Town representative (Town Clerk, Assistant Town Clerk, or Town
Administrator).

5. Proposal Submission

Proposals are due Wednesday, January 14, 2026, at 2:00 p.m. and may be submitted by one of
the following methods:

Mail:

Town of Pacolet

ATTN: HVAC Post Office

P.O. Box 700

Pacolet, SC 29372

Hand Delivery:

Town Hall, 180 Montgomery Avenue, Pacolet, SC 29372
Email:

pkay@townofpacolet.com (request confirmation of receipt)

Late submissions will not be considered.

6. Proposal Requirements

Each proposal must include:
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Company name, address, contact person, phone number, and email.

Proof of South Carolina state license and insurance.

Confirmation of ability to obtain a Town of Pacolet business license.

Proposed system specifications, equipment make and model, and warranty details.

Total cost of installation (including labor and materials).

Estimated start date and completion timeline.

Three (3) commercial references from the past two years (governmental or institutional
references preferred).

A signed copy of the “Questions & Answers” page issued by the Town to confirm receipt
of all clarifications.

7. Questions and Addenda

All questions regarding this RFP must be submitted in writing to Patrick S. Kay, Town
Administrator at pkay@townofpacolet.com by Monday, January 5, 2026 at 2:00 p.m.
Responses will be posted on the Town’s website under “Current Bid Opportunities” no later than
Thursday January 8, 2026, at 12:00 p.m.



8. Evaluation Criteria
Proposals will be evaluated based on the following criteria:

o Total project cost.

e Availability to begin and complete work.

o Equipment quality, energy efficiency, and warranty coverage.

e References and experience with similar projects.

e Overall assurance that the system will provide reliable service with minimal maintenance
requirements.

9. General Terms

e The Town of Pacolet reserves the right to reject any or all proposals and to award the
contract in the best interest of the Town in accordance with Purchasing Ordinance

o Payment will be made upon satisfactory completion of work and approval by the building
inspector.

e Contractors assume all responsibility for compliance with local, state, and federal laws.

e A list of all bids will be publicly posted on the Town’s website once a contractor is
selected by Town Council.

Issued by:

Patrick S. Kay

Town Administrator

Town of Pacolet

Email: pkay@townofpacolet.com | Phone: (864) 474-9504



Exhibit A: Proposal Submission Form
HVAC Replacement — Pacolet Mills Post Office

215 Montgomery Avenue, Pacolet, SC 29372

Proposal Deadline: January 14, 2026 at 2:00 p.m.

A. Contractor Information

Field

Response

Company Name

Primary Contact Person

Mailing Address

City, State, Zip

Phone Number

Email Address

South Carolina Contractor
License Number

Town of Pacolet Business
License Number (if held)

Insurance Provider

Insurance Policy Number

B. Project Proposal

Description / Amount

Proposed HVAC System (Brand, Model, Capacity)

Total Installation Cost (Labor + Materials)

Estimated Start Date

Estimated Completion Date

Warranty Coverage (Parts & Labor)

Manufacturer’s Equipment Warranty (Y ears)

defects)

Service Guarantee (Describe any coverage for early system failure or




C. References

Provide three (3) commercial references from the past two years (municipal, county, or school

clients preferred).

| Company Name

Contact Person

Phone

D. Certifications

Please check all boxes to confirm compliance:

1 Our company is licensed and insured to perform HVAC work in the State of South

Carolina.

1 We will obtain a Town of Pacolet business license prior to beginning work.

1 We will complete a building permit application and pass required inspections by CC&I

prior to payment.

1 We have included proof of licensing and insurance with this submission.

1 We have reviewed all clarifications posted by the Town and have included the signed

Questions & Answers page.

E. Acknowledgment and Signature

By signing below, the undersigned certifies that all information provided herein is true and
correct and agrees to comply with all terms, conditions, and specifications of the RFP.

Authorized Representative (Print Name):

Title:

Signature:

Date:




