
City of Ellis, Kansas 
Emergency Request for Proposals (RFP) 
Replacement of Roof-Top HVAC Units – City Hall 

Issue Date: February 3, 2026 

Proposal Due Date: February 5, 2026 @ 5:00 PM 

Project Location: City Hall, 815 Jefferson Street, Ellis, Kansas 67637 

1. Purpose 
The City of Ellis is requesting emergency sealed proposals from qualified and licensed HVAC 
contractors for the replacement of four (4) rooftop HVAC units located at City Hall, 815 
Jefferson Street, Ellis, Kansas. Three (3) of the four existing HVAC units have been 
determined to have cracked heat exchangers, creating operational and safety concerns. Due 
to the condition and age of the equipment, the City is requesting replacement of all four (4) 
rooftop HVAC units, as the units are considered to be at or beyond their expected service 
life. 

2. Scope of Work 
The selected contractor shall provide all labor, materials, equipment, and supervision 
necessary to complete the following: 

 Removal and proper disposal of four (4) existing rooftop HVAC units. 
 Furnishing and installation of four (4) new rooftop HVAC units meeting or exceeding 

current efficiency and safety standards. 
 Connection and integration with existing ductwork, electrical systems, and control 

systems. 
 Testing and commissioning of all newly installed equipment. 
 Ensuring all work complies with applicable local, state, and federal codes and 

regulations. 
 Restoration of roof penetrations and weatherproofing as required. 
 Provide warranty information for equipment and installation. 
 Provide service maintenance agreement 

3. Installation Timeline 
Bids must include estimated start date, estimated completion date, total installation 
timeline, and proposed date of installation. Due to the emergency nature of this project, the 
City may give preference to proposals that can complete installation in the shortest 
reasonable timeframe. 



4. Site Inspection 
The current HVAC units are available for inspection during normal business hours, Monday 
through Friday, 8:00 AM – 5:00 PM. Contractors are strongly encouraged to inspect the site 
prior to submitting a proposal. 

5. Contractor Qualifications 
Contractors submitting proposals must: 
- Be properly licensed to perform HVAC installation in the State of Kansas and with the City 
of Ellis. 
- Carry required liability and workers' compensation insurance. 
- Demonstrate experience with commercial rooftop HVAC installations. 
- Provide references for similar completed projects, if available. 

6. Proposal Requirements 
Submitted proposals must include: 
- Company name, address, and contact information 
- Proof of licensing and insurance 
- Detailed description of the equipment proposed 
- Total project cost, including labor, materials, equipment, and disposal 
- Installation timeline, including proposed date of installation 
- Warranty information 
- Proposed service maintenance agreement 
-Any additional costs or optional services clearly identified 

7. Proposal Submission 
Sealed proposals must be submitted to: 
City of Ellis 
Attn: City Clerk HVAC 
815 Jefferson Street 
Ellis, KS 67637 
 
Proposals must be received no later than February 5, 2026 @ 5:00 PM. 

8. Award of Contract 
The City of Ellis reserves the right to reject any or all proposals, waive minor informalities 
or irregularities, accept the proposal deemed to be in the best interest of the City, and 
request additional information or clarification from proposers. 

9. Emergency Procurement Notice 
This project is being issued as an emergency procurement due to safety and operational 
concerns resulting from cracked heat exchangers and failing HVAC equipment at City Hall. 


