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Management Fee Services 

1. On a monthly basis, obtain all natural gas invoicing for each agency and review for accuracy 
and contract compliance. Document any billing discrepancies to the agency and assist with the 
resolution of such discrepancies. 

2. On a monthly basis, maintain up-to-date spreadsheet models to include, but not limited to, monthly 
consumption , cost, unit cost, and savings. 

3. Provide all natural gas account coordination between all applicable utilities, suppliers, and each 
agency on a recurring basis throughout the management contract term. 

4. Assist each agency in developing natural gas utility budgets on an annual basis per the request of 
each agency. 

5. Assist each agency in monitoring and tracking actual natural gas expenditures and compare to 
budgeted natural gas costs. 

6. Monitor natural gas usage patterns for each agency including peak daily quantities and any 
applicable contract demand levels. Coordinate with the applicable utility, supplier, and agency 
regarding monthly nomination changes or other actions required regarding natural gas use. 

7. Assist each agency in developing and implementing an appropriate natural gas risk management 
plan. The plan should identify key target areas of risk and establish goals and methods to manage 
those risks. Management of risk may be accomplished through a number of methods including 
fixed pricing , index pricing , index pricing with a cap, imbalance penalties, full agency services, etc. 

8. Develop and maintain a list of qualified natural gas suppliers. 

9. Coordinate and conduct periodiC competitive natural gas supply bid processes for the agencies in 
accordance with applicable regulations. The competitive bid process will include an aggregation of 
natural gas loads, when applicable, to leverage purchasing power with suppliers. The competitive 
bid process will include: 

a. Develop request for proposal (RFP) documents. The RFP documents should include 
a comprehensive set of requirements and scoring criteria to determine supplier selection. 

b. Develop a list of potential suppliers and i.ssue the RFP documents to all qualifying suppliers. 
Respond to all questions and clarifications in accordance with the RFP document. 

c. Conduct the competitive procurement process bid opening . Compile and tabulate all bid 
responses. 

d. Score the bid responses in accordance with the RFP scoring criteria and note any irregularities. 

e. Evaluate the results of the bid scores and provide a list of recommended bids including terms 
and conditions to the agencies for review. 

f. Obtain final direction from each agency on the preferred supplier and negotiate final terms 
and conditions . 

g. Coordinate the distribution and execution of final supply contracts between the supplier and 
agency. Review the final contracts for consistency and accuracy prior to distribution. 

10. Monitor and coordinate monthly and mid-month nominations and imbalances for each applicable 
agency with the natural gas suppliers to ensure imbalances are minimized . 
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11. Identify and evaluate potential natural gas supply savings including rate changes, alternate fuel 
use, reductions of contract demands, etc. Document any findings to each applicable agency for 
review and direction. 

12. Assist each agency with the execution of all local distribution, pipeline transportation, and natural 
gas supply contracts. Maintain copies of all applicable contracts for each agency. 

13. Assist each agency with all applicable utility negotiations regarding natural gas supply service and 
attend meetings as applicable. 

14. Monitor natural gas pricing throughout the contract term for each agency. Identify pricing 
opportunities to each agency and coordinate a plan of action. 

15. Identify and calculate on-going natural gas supply savings for each agency. 

16. Monitor all applicable regulatory issues that have a direct or indirect impact on the cost of natural 
gas for the agencies. Notify each applicable agency of such issues and develop a plan of action. 

17. Develop and issue each quarter, a report detailing monthly natural gas use, costs, unit costs, 
savings, etc. to each individual agency. 

Conversion Fee Services 

Phase I - Preliminary Evaluation 

1. For every meter, obtain twelve (12) to twenty-four (24) months of natural gas bills or equivalent 
billing history. 

2. Compile the natural gas billing data for each meter to calculate annual consumption, cost, and 
average unit cost. Identify the meter number, account number, local distribution company, and 
existing rate schedule. 

3. Re-calculate the natural gas billing data based on published rates and metered consumption to 
verify the accuracy of the billing . Note any discrepancies and coord inate with the agency and local 
utility on such discrepancies. 

4. Obtain copies of any existing natural gas contracts for the agency and compare to the billing data 
for accuracy. 

5. Review all available natural gas rate schedules and determine if the agency qualifies for unbundled 
natural gas transportation service based on current regulations. 

6. Identify and determine potential contract demand quantities necessary to convert to transportation 
service for the agency. 

7. Identify and coordinate with the applicable interstate or intrastate natural gas pipelines to identify 
available capacity, rates, etc. 

8. As applicable, negotiate with multiple pipelines to obtain the most cost effective solution for the 
agency. 
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9. Conduct a preliminary analysis of the identified al.ternative rates and provide an economic analysis 
to the agency for review. The economic analysis should include: 

a. Estimate of annual savings for the proposed alternative rate. 

b. Estimate of capital costs to implement the proposed alternative rate including telemetry costs, 
local utility conversion costs, telephone line costs, etc. 

c. Simple payback defined as the initial investment divided by the annual savings. 

10. Document the eval.uation in a report to the applicable agency. Discuss the preliminary findings 
with the agency and determine the next steps. 

Phase II - Implementation 

1. Upon receiving a notice to proceed by the agency to pursue unbundled natural gas transportation 
service, assist the agency in developing a letter of intent to be submitted to the local utility. 

2. Identify and coordinate target implementation dates and document all requirements and milestones 
necessary to successfully implement transportation service for the agency. 

3. Provide all coordination services associated with the installation of the telemetering equipment. 
Telemetering equipment is provided by the local utility and paid for by the agency. 

4. Assist the agency with utility negotiations regarding the conversion to unbundled natural gas 
transportation service and attend meetings with the agency and utility as applicable. 

5. Competitively procure and arrange for natural gas supply services for the agency. 

6. Coordinate with the local utility, supplier, and pipeline on all applicable documentation and 
contracts necessary to convert to transportation service. Review all documentation prior to 
execution by the agency .. 

7. Establish the necessary processes to incorporate the new agency into the management program. 

S. Begin executing the management scope of work for the new agency. 


