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RFP #11-213

ON

PURCHASING/LEASING OF COPIERS/MFD’S/HIGH SPEED LASER PRINTERS, WIDE FORMAT MACHINES & SCANNERS, SOFTWARE & SERVICE MANAGEMENT SOLUTIONS

Time and Place for Filing on or before 2:00 PM PST, June 14, 2011 at: 10:00 A.M. PST

King County Directors' Association

Purchasing Department

18639 80th Ave. S.

Kent, WA 98032

425-251-8115

Note:
Each RFP is to be filed in a separate container and marked with the appropriate RFP name and time of opening. All RFP’s must be at KCDA's office on or before the time shown above or they will not be accepted. Neither faxed, RFP’s sent via email, nor "postage due" RFP’s will be accepted. RFP’s sent via Federal Express, Express Mail or other overnight delivery services must be sent to KCDA's street address and clearly marked with the RFP # and description, Attn: Purchasing Department.

Electronic copies of this RFP are available via KCDA’s website @ www.kdca.org

Click on pending RFP’s or contact Charlene Turner @ 425-251-8115, x143

 if you have trouble opening.

All other questions relating to the RFP must be submitted in writing/e-mail. Instructions are in the RFP under

Section 4.

RFP’s not received by the time and date specified will be returned to the vendor unopened.

The RFP implies no obligation on the part of KCDA, nor does KCDA’s silence imply any acceptance or rejection of any quotation offer.

Charlene Turner, Purchasing Manager

King County Directors’ Association

425-251‑8115 x143

cturner@kcda.org

www.kcda.org

Published in the Daily Journal of Commerce (Washington):
May 23 and May 30, 2011

Published in the Daily Journal of Commerce (Oregon):
May 24 and May 31, 2011

RFP #11-213 TIMELINES

Advertise RFP in Daily Journal of Commerce (Washington):
May 23 and May 30, 2011

Advertise RFP in Daily Journal of Commerce (Oregon):
May 24 and May 31, 2011

Opening date of RFP
June 14, 2011 @ 10:00 A.M. Pacific


Standard Time

Deadline for submission of questions
June 2, 2011

Answers to questions
June 7, 2011

Anticipated award date
June 16, 2011

Note: KCDA reserves the right to make changes to the RFP by written addendum, which shall be issued to all prospective proposers known to KCDA to have received the RFP document. Questions may be asked by vendors in writing. KCDA will attempt to answer all questions by June 7, but may not be able to do so if numerous questions are asked prior to the “answers to question timeline”. Each vendor is responsible for submitting and signing all addendums with their RFP response to be considered a valid response. Addendum & Question instructions are located in Section 4.

VENDORS MUST READ AND UNDERSTAND THE TERMS AND CONDITIONS LISTED AS WELL AS ANY ATTACHMENTS CONTAINED WITHIN THIS RFP.
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1. INTRODUCTION
KCDA MEMBERSHIP

KCDA is a purchasing cooperative located in Kent, Washington. KCDA’s membership is made up of but not restricted to public school districts, private schools, municipalities, political subdivisions and other public agencies located in but not limited to Washington, Oregon, Idaho, Alaska, and Montana. There are 294 school districts in Washington State, which is our primary coverage state, and it services approximately 1,000,000 students. Restrictions of products and services being available to any locale of KCDA membership must be noted under separate cover.
KCDA competitively bids and awards contracts for commonly purchased products and services. Our contracts cover Copiers/MFD’s, Food, Portable/Modular buildings, Roofing, Office Supplies & Equipment, Technology, Sports Field Lighting, Track/Turf & Field, Carpeting/Flooring, First Aid, Chemical Maintenance, Furniture, Arts & Crafts, Playground Equipment to name a few.

A complete list of all school districts and other public agencies that are members of the KCDA Purchasing Cooperative is available on our web site, www.kcda.org Click on KCDA membership.

PURPOSE OF KCDA

1. Provide schools and governmental agencies opportunities for greater efficiency and economy in procuring goods and services.

2. Take advantage of state-of-the-art purchasing procedures to insure the most competitive contracts.

3. Provide competitive price and bulk purchasing for multiple governmental agencies that yields economic benefits unobtainable by the individual entities.

4. Provide quick and efficient delivery of goods and services.

5. Equalize purchasing power for smaller agencies that are unable to command the best contracts for themselves.

6. Help in assisting with use of best business practices.

CUSTOMER SERVICE

7. KCDA is dedicated to making our contracts successful for both our members and our awarded vendors.

8. KCDA is committed to providing our members and awarded vendors with high quality service.

9. KCDA has dedicated staff available to answer questions, offer guidance and help.

PURCHASING PROCEDURES

10. Purchase orders are issued by participating governmental agencies directly to KCDA/c/o of the awarded vendor indicating (i.e. KCDA, c/o vendor name).

 On the PO reference “Per the KCDA RFP 11-213 Purchase or Lease of Copiers/MFD’s/High Speed Laser Printers, Scanners, Software & Service Management Solutions, Wide Format Machines.”

 A signed and dated vendor proposal must always accompany the KCDA purchase order.

2. SCOPE & SPECIFIC PROVISIONS OF THIS RFP WHICH DEFINE THE TERMS AND CONDITIONS

2A.   Scope
The scope of this RFP is to seek proposals from Manufacturer's only, or with designated authorized service and sales distributers determined by the manufacturer,  to purchase or lease and provide maintenance for stand alone or networked copiers, MFD’s, High speed Laser Printers, Wide Format Machines, Scanners & Service Management Solutions, for a single need or for a copier fleet. The Vendor must also be able to provide authorized sales, service and management services if required by KCDA membership. We are striving to minimize administrative and management time necessary to manage equipment performance, provide financial control and allow the membership to remain current with copier technology. Two options are being requested:

· Purchase

· Lease
 Manufacturers shall provide pricing based on a discount from a manufacturer’s price list. Catalog and/or price lists must accompany the proposal. Catalog must be the regular, common available catalog distributed to schools and/or government entities. Include a copy of the most current catalog from which discount is calculated. Multiple percentage discount structure is also acceptable. Please specify where different percentage discounts apply. Additional pricing and/or discounts may be included. If respondent has existing cooperative contracts in place, KCDA requests equal or better than pricing to be submitted.

The manufacturer must designate authorized dealers who can supply and service the equipment offered on their price list. Contact information throughout the States of Washington, Oregon, Idaho, Alaska and Montana must be provided. Dealer coverage must cover all counties in the aforementioned states but if another state(s) should want to utilize the KCDA copier contract, KCDA will contact the manufacturer for designated sales & service distributers to cover that/those specific state(s).

Should the manufacturer withdraw the dealer sales and service authorization from a specific distributer, a replacement representative must be provided within time frames acceptable to KCDA so continuity of support and service is provided to all KCDA members.

Each product and service is to be priced separately with all ineligible items identified. We encourage vendors to submit their complete line of products and services.

In addition, KCDA also requests any value add commodity or service that could be provided under this contract. Some Management Solutions services may be but are not limited to:

Device Management Services:  Tools would enable proactive service delivery, remote problem resolution, automated meter collection, new device discovery and device data collection for utilization reporting and analysis for all In-Scope network connected equipment. In-Scope Devices may be defined as Contractor devices and Non-Contractor Devices.

Asset Management Database Services:  Enables manufacturer to monitor the In-Scope Devices to enable device availability, service delivery, asset activity and utilization reporting to the KCDA customer.

Break-Fix Services:  Includes dispatch of a contractor or contractor-designated service provider and tracking of service calls through call resolution.

Contractor Help Desk Services: Include questions about Contractor Device operation, relocation, asset acquisition.

Move,Add,Change & Dispose Tracking Services:  Contractor centrally manages the tracking process for In-Scope Devices. They will be tagged and entered or removed from the Asset Management Database as they are configured, deployed or disposed.

Vendor Must:  Submit a monthly device cost to manage fleet on a per device basis for the above services. The service cost must reflect the 2% KCDA service fee but be transparent to the KCDA member.
2B.  Specific Provisions of RFP

1. RFP #11-213 is anticipated to be awarded by the KCDA Board of Directors on June 16, 2011.
2. Along with the signed paper copy of this RFP submit one (1) CD with the product pricing pages and any purchase and or lease terms. Save the documents in Word or Excel format. It is KCDA’s intention to post the vendor response on its website.
3. There are no quantities listed on this RFP because the quantities purchased will directly reflect the purchasing activities of KCDA’s 294 Washington owner member school districts and/or multiple associate members in Washington, Oregon, Idaho and Alaska. Orders will be placed with the successful Manufacturer by the KCDA Purchasing Department as orders are received from the KCDA members. KCDA Purchasing will not be required to order any specific quantity or machines under this RFP and award.
4. The initial contract term for lease copy options may be 12, 36, 48 or 60 months (at KCDA’s member’s option). The term of the lease is the number of months stated on the signed proposal between the KCDA customer and Vendor. The selected member lease pricing price shall continue in force even after the termination of the KCDA contract under which the lease was accepted. The terms and conditions of this RFP will remain in effect throughout the term of the lease.
5. It is the intention of KCDA to establish an annual contract with allowance for extension awarded on behalf of all KCDA members. In as much as ownership of KCDA. rests with member districts, by going for RFP’s on an annual basis, the procurement law for any owner member district is fulfilled. This membership currently includes 294 public school districts in the State of Washington along with Associate members throughout the state of Washington, Alaska, Idaho, Oregon and Montana. Please enter below your delivery and service area.

Washington Yes______
No______
Partial Region (list counties) ______________________

Alaska
 Yes______
No______
Partial Region (list counties) ______________________

Idaho
 Yes______
No______
Partial Region (list counties) ______________________

Oregon
 Yes______
No______
Partial Region (list counties) ______________________
If more room is needed than provided in this section please attach separate page.
6.  An annual contract, shall be construed to mean that RFP prices shall remain firm to June 21, 2012 and can be extended in 1 year increments up to 3 additional years upon extension by KCDA.

7. Each respondent must furnish a sample of any machine on which the RFP is submitted for evaluation by the Purchasing Department, if and when requested.

8. Equipment service must be available within eight working hours at point of use.
9.  In-service training must be made available at point of use as often as required by user, at no cost to user. Ability of contractor to furnish such service will be taken into consideration when making awards.
10. Service contracts are being requested for this contract as options to be made available to members upon their request. Include service costs with your pricing.

11. Prices must include immediate delivery and installation of machines to ordering members of KCDA. Successful respondents will be required to follow up each delivery made to the KCDA members with the installation and in-service training.
12. Supplies for machines are to be OEM, listed and priced for each machine. Pricing is to be listed as accessory options on the pricing pages.
13. As part of this RFP, KCDA requests all new machines introduced during the contract period be made available to KCDA at competitive prices, in writing and with factory specification sheets.
14. All quotations on this RFP will be submitted as individual machine delivery, installation and instruction. All vendors are encouraged to submit quantity discounts on all products. After contract awards have been made, manufacturers wishing to offer promotional pricing should contact KCDA with details. KCDA members may negotiate final terms with awarded vendors to the fullest extent allowed by law and in their best interests.

15. KCDA will accept pricing proposals on all available manufacturer products for digital copiers, scanners, high speed laser printers, wide format machines, software, service management solutions and fax machines on this RFP.   Multiple dealers may be awarded per manufacturer depending upon the flexibility and coverage which offers KCDA’s members the best value.
16. Manufacturer and Brand:

Because King County Directors Association represents over 294 school districts and multiple associate members, it is the intent of this RFP to secure annual contract pricing for as many manufacturers of Multifunction Devices (MFD), Duplicators, Scanners, Faxes and other printing equipment that would be represented or have the need to be in these school districts and government agencies. Multiple awards will be made for as many qualifying manufacturers that KCDA receives legal RFP’s for and that meet all specifications that are outlined to best suit the overall needs of our membership. In support of KCDA’s economic and environmental goals, KCDA encourages RFP’s to consider the following elements in responding to proposals. These are not a factor in award.
· Using environmentally preferable products and products that exceed EPA guidelines
· Supporting a diverse supplier pool, including small, minority, and women-owned firms
· Featuring products manufactured in Washington
17. Order Processing: Equipment Purchases/Leases

a. The awarded Vendor must verify the Vendor’s customer is a KCDA member. The membership is posted on the KCDA website under KCDA membership. If the Vendor’s customer is not posted on the KCDA website, the Vendor must verify with the Purchasing Agent that the member is valid. If the customer is not valid, the Purchasing Agent will determine if the customer can participate in the KCDA contract and contact the Vendor’s customer to give them instructions on the paperwork which needs to be submitted.

b. The awarded vendor will submit a signed and dated proposal to KCDA’s member in accordance with the pricing awarded under this RFP or if pricing has been negotiated due to the fact there were three or more machines being delivered to the customer, the price must be noted as negotiated and negotiated price must be less than the firm price quoted for individual machines. All equipment purchased must include the KCDA 2% service fee as a part of the price to the customer. All equipment leased must include the KCDA 2% service fee as the overall value of the total value of the first year of the lease agreement. To clarify, if a customer enters into a 5 year lease, the vendor must pay KCDA for the total of the 5 year lease The service fee is not to be added as a separate line item on the purchase or lease proposal. The Vendor’s proposal must specifically state the KCDA RFP name & RFP # on the Vendor’s proposal to the KCDA member as well as identify which extension year, if any, of the RFP (i.e. RFP 11-213, Digital Copier/Multi-functional Devices/Faxes/Scanners and other printing equipment needs, Year 1 of 5 year RFP) . The proposal must identify the contact name, e-mail address and phone # for the person responsible for approving equipment has arrived and is functional. This information is critical and if not provided may be grounds for delaying the processing of the order as well as eventual payment to Vendor.

c. The KCDA member/associate member will submit the proposal with a purchase order to KCDA. The purchase order must be made out to Vendor, c/o KCDA with KCDA’s address.

d. KCDA will date stamp receipt of order as proof of receipt and approval. A copy will be kept on file at KCDA.

e. KCDA will forward the KCDA stamped approved member purchase order to the Vendor within 48 hours of receipt of member order.

f. Equipment must not be released to any customer using the KCDA contract without an approved purchase order number from KCDA.

g. If the equipment is directly purchased vs rented or leased, and has arrived at customer location and has been installed, Vendor will invoice customer for equipment.

h. If the equipment is rented or leased as opposed to direct purchase, invoices for ongoing lease or rental payments shall be sent directly to the KCDA member ordering the equipment. Do not send to KCDA. The vendor will send KCDA reports and service fee payments by the 15th of each month following the end of each calendar quarter. A service fee of 2% is due to KCDA based on the total value of the lease or rental agreement. This fee structure is an approximation of the overall cost of administering the contract. Vendors will be responsible for accurate, timely reports and service fee payments back to KCDA. The reports and or invoices must include the member purchase order number, name of agency, contact person, reference KCDA RFP 11-213 and give a description and quantity of equipment. A manufacturer may assign usage reporting and fee payments to their designated dealers. Delinquency of fee payments may be considered cause for curative action up to and including the vendor being terminated from the contract.

i. Orders processed against this contract with Vendor customers who are not KCDA members or without a purchase order from KCDA are in violation of RFP #11-213 specifications. Vendors not following proper procedures may be removed from consideration for future awards.

j. Alternate Proposals for order processing must be submitted at time of RFP response and may or may not be considered in the award evaluation.

18. The Copier RFP Specification Forms:

A. Manufacturer Brand and Description: At the top of the pricing sample specification document attached to the RFP type the manufacturer brand and model number for each machine being submitted, followed by a brief description of the use.

B. Equipment Specifications: Provide in this space the specifications for the model number of the machine represented on this page. The specification should be taken from the manufacturers specifications.

C. Pricing: Provide pricing for complete manufactured products.

D. Optional Accessories: Provide for each piece of equipment on the RFP, all the optional accessories that are available and the price for each.  Provide cost of service and supplies, cost of supplies only, cost of security of hard drives, cost of software and cost of management solution systems.
19. Maintenance Contracts: Some member school districts may choose to include a maintenance contract with their equipment, software and Service Management Solutions.  
Use the included full service maintenance agreement (maintenance & supplies) form to provide pricing.  It is an attachment.
20. Parts Pricing: Submit price list for machine parts that can be purchased by KCDA members. List, if any, percent off price list for contract pricing.  Submit as separate attachment for each machine submitted.
21. Remanufactured Machines: KCDA will not accept, for evaluation, offers for remanufactured machines.
22. Supply Pricing:  Include supplies under Optional Accessories for each machine submitted.
23. Security of Hard Drives: The customer should have the pricing option of equipment security. Security is defined as equipment being able to undergo a Department of Defense (DoD) three-pass minimum level erasure of hard drives at end of product life, or when any hard drive leaves customer control. Proposed equipment must have technician removable hard drives that include an obligation to leave the drive in the customer’s possession at termination of the placement, if so mandated by the customer. Customers will pay for the replacement cost in such circumstances and will have the responsibility of securely erasing or destroying the hard drive. Proposed equipment must have the capability of at least a one-time overwrite after the completion of each print/scan job. List pricing for each piece of submitted equipment and place under optional accessories.  Vendor must list the equipment and pricing under Optional Accessories for the sample machines requested as well as for the full line of machines/products offered by the manufacturer.
3. GENERAL VENDOR INSTRUCTIONS
A. MODIFICATIONS

RFP’s may be modified or withdrawn by written or telegraphic notice received prior to the exact hour and date specified for receipt of RFP’s. RFP’s may also be modified or withdrawn in person by an authorized representative who must sign a receipt for this action. Returned RFS’s due to arriving late or being returned by Fed-Ex, UPS or US Mail is the  responsibility of the vendor.

B. QUALITY STANDARDS

Whenever an item in this RFP is described by using a manufacturer's name, brand or catalog number, it shall be construed solely for the purpose of indicating the standards of quality. KCDA will accept RFP’s on new/OEM product only. Merchandise that has been refurbished or has been in storage for a long period of time is unacceptable.

C. REJECTION OF ANY OR ALL PROPOSALS

The Purchasing Department reserves the right to accept or reject any or all RFP’s and to waive informalities or irregularities in any RFP or the RFP process. No faxed or "postage due" RFP’s will be accepted.

D. BINDING CONTRACT

It is understood that the offer represented by a vendor and an award made by the KCDA Board of Directors to the successful vendor, forms a binding contract. KCDA, under certain circumstances, will allow the assignment of contracts; however, no assignment can occur to another entity without written agreement from KCDA.

E. ESTIMATED QUANTITIES

KCDA estimates considerable activity resulting from this solicitation. KCDA makes no guarantee or commitment of any kind concerning quantities that will actually be purchased. KCDA makes no guarantee or commitment of any kind regarding usage of any contracts resulting from this solicitation. The volume for this contract estimates from $3 million to $5 million. Quantities ordered are based on actual requirements and the successful vendor will fulfill that requirement regardless of the manufacturer's policies regarding order completion.

F. CONTRACT PERIOD

This RFP will be awarded as an annual contract for the initial year (June 17, 2011 until June 21, 2012) with an additional (3) optional renewals of 1 (one) year each from the date of KCDA Board acceptance.

G. ORDERING SCHEDULE

KCDA may submit orders against this RFP once a contract has been established by the KCDA Board of Directors. KCDA reserves the right to place orders anytime, for any amount, during the contract period.

H. KCDA NON DISCRIMINATION STATEMENT

Vendors who desire to provide KCDA with equipment, supplies and/or professional services must comply with the following Non Discrimination requirements. During the performance of this contract, the RFPder agrees as follows:

Vendor will comply with all Local, State and Federal Laws prohibiting discrimination with regard to race, creed, color, national origin, sex, marital status, age or the presence of any sensory, mental or physical handicap.

The Vendor will not discriminate against any employees or applicant for employment because of race, creed, color, national origin, sex, marital status, age or the presence of any sensory, mental or physical handicap.

The Vendor will, in all solicitations or advertisements for employees placed by or on behalf of the Vendor, state that all qualified applicants will receive consideration for employment without regard to race, creed, color, national origin, sex, marital status, age or the presence of any sensory, mental or physical handicap.

The Vendor will send to each labor union or representative of workers with which he/she has a collective bargaining agreement or other contract or understanding, a notice, to be provided by the agency contracting officer, advising the labor union or workers' representative of the Vendor’s affirmative action commitments, and shall post copies of the notice in conspicuous places available to employees and applicants for employment.

Any Vendor who is in violation of these requirements, or an applicable non discrimination program shall be barred forthwith from receiving contract awards or any purchase orders from KCDA.

I. PATENT INDEMNIFICATION

By accepting this order, Vendor agrees to save and hold harmless KCDA, its successors, assigns, customers and the users of its products from any liability, loss, damage, judgments, or awards, including costs and expenses arising out of any actions, claims, or proceedings for infringement of (a) any United States Letters Patent purporting to cover the material to be delivered to Buyer under this order, or its normal intended use and (b) any trademarks appearing with the material on delivery to KCDA; and further, Vendor agrees to defend KCDA at Vendor’s expense in all such actions, claims, or proceedings, provided that KCDA shall give Vendor prompt notice in writing of all such actions, claims, and proceedings, as well as notice of infringement and threats of suit for infringement.

J. SAFETY REQUIREMENTS

All items furnished under this RFP, where applicable, must comply with all OSHA, WISHA, UL Approval and any other safety requirements imposed by KCDA, State or Federal agency. RFPder further agrees to indemnify and hold harmless KCDA from all damages assessed against KCDA as a result of Respondent’s failure to comply with the acts and the standards issued there under and for the failure of the items furnished under this order to so comply.

K. RISK OF LOSS

Regardless of F.O.B. point, Respondent agrees to bear all risk of loss, injury, or destruction of goods and materials ordered herein which occur prior to delivery, and such loss, injury, or destruction shall not release Respondent from any obligation hereunder.

L. REJECTION

All goods or materials purchased herein are subject to approval by KCDA. Any rejection of goods or materials resulting from non- conformity to the terms, conditions and specifications of this order, whether held by KCDA or returned will be at Vendor’s risk and expense.
M. SHIPMENT IDENTIFICATION

All invoices, packing lists, packages, shipping notices, instructions, correspondence and all other written documents affecting any KCDA order shall contain the applicable customer purchase order number and KCDA purchase order number.

N. NO RESPONSE

If no offer is to be submitted at this time, do not return this RFP. A letter should be forwarded to KCDA advising whether future RFP’s of this type are desired. Failure of the recipient to notify KCDA of your intentions may result in removal of your name from the RFP OR BID list.
O. AWARDS

All RFP’s will be awarded by the KCDA Board of Directors to the most responsive and responsible responding manufacturers’ meeting the terms and conditions of the RFP. The KCDA Board may reject any or all RFP award recommendations, award to one manufacturer or award to multiple manufacturers.

P. RECIPROCITY

KCDA may review responses from vendors outside the State of Washington to see if those vendors are from states that use restrictions against companies from the State of Washington when they respond to public bids or RFP’s. 
Q. SIGNATURE PAGE

RFP’s require the firm name, address and telephone number must be entered on the signature page of the RFP. It is required that RFP’s be submitted typed or printed with permanent ink. Each RFP must be signed in longhand by the person duly authorized to sign RFP documents

R. F.O.B. SHIPMENTS & EXCEPTTIONS

Prices must be quoted NET, F.O.B. Destination including the unloading of the merchandise. The one exception is shipping to Alaska. Respondents are allowed to add shipping to an Alaska order. All merchandise shipped to a KCDA customer must be in packaging that can be reshipped, via common carrier, without damage. Any damages incurred due to insufficient packaging will be the responsibility of the supplier.

No charges will be allowed for special handling, packing, wrapping, bags, containers etc.

S. PRODUCT IDENTIFICATION

All RFP’s must show the catalog number, brand name or grade brand and catalog number specified in the RFP invitation and such interpretation shall be binding on the RFP. The Vendor is not to alter the grade, brand, catalog number or description as given in the RFP document. Such alternates should be proposed separately and noted as an "alternate".

T. ERRORS/CORRECTIONS

Any erasures, interlineations or other corrections in the RFP must be initialed by the person or persons signing the RFP.

U. WASHINGTON STATE SALES TAX

Washington State sales taxes are not to be included in any items on this RFP but will be added at the time of invoicing. All other taxes, including but not limited to any excise or business and occupation must be included in your RFP price. The only taxes KCDA will pay upon invoice are the Washington State Sales tax.

V. PROTESTS

Who may protest?

Only actual or potential Vendors with a direct economic interest in the outcome may file a RFP/RFP protest.

What can be protested?

Acceptance or rejection of a RFP, award or proposed award of a RFP, allegedly restrictive specifications, omission of a required provision, ambiguous or indefinite evaluation factors are all factors that can be protested.

How to file a protest

Protests may be filed with either the KCDA purchasing agent who issued the RFP or with the KCDA Purchasing Manager. Protests should include the following information:

1) Include the name, street address, email address, telephone and fax numbers of the protestor or their representative.

2) Be signed by the protestor or its representative.

3) Identify the solicitation or RFP contract number.

4) Set forth a detailed statement of the legal and factual grounds of protest, including copies of relevant documents.

5) Set forth all information establishing that the protester is an interested party for the purpose of filing a protest.

6) Set forth all information establishing the timeliness of the protest.

7) Specifically request a ruling by the KCDA Purchasing Manager.

8) State the form of relief requested.

Appeals of protest ruling must be made in the following order: 1) KCDA Purchasing Manager, 2) KCDA Executive Director 3) KCDA Board of Directors.

When to protest

Protests alleging improprieties in a solicitation must be filed before the RFP/RFP opening time and date if the improprieties were apparent prior to that time. A solicitation defect that was not apparent before that time must be protested not later than 10 days after the defect became apparent.

Where to file a protest

Protests must be sent to:

KCDA Purchasing Cooperative

PO Box 5550

Kent, WA 98064-5550

After a protest is filed

Upon receipt of a protest, KCDA will acknowledge receipt of the protest in writing either by mail, fax or email. The only time an acknowledgement is not sent will be if the protest is summarily dismissed. Protestors will be contacted as to when a meeting can be scheduled to review the protest. KCDA will then make a decision as to the merits of the protest, any remedies taken within 10 days

 and notify the protestor once that decision is made.

W. PROCESS

In accordance with applicable laws, rules and regulations for public purchasing, award(s) will be made to the manufacturer(s) whose response is determined to be the most advantageous to KCDA and its participating agencies. To qualify for evaluation, the response must have been submitted on time and satisfy all mandatory requirements identified in the RFP.

Evaluation: Responses will be evaluated and a recommendation for award of contract(s). KCDA will base a recommendation for contract awards on multiple factors, each factor being assigned a point value based on its importance.

X. PRODUCT TOXICITY REPORTS

A. HAZARDOUS CHEMICAL COMMUNICATION

In order to comply with WAC 296 62 054, Hazard Communication, all RFP’s offering products on this RFP that contain any toxic chemicals that may be harmful to the end user, must submit a Material Safety Data Sheet (MSDS) on the State of Washington form as provided by law with the RFP. Please list any web site address where an MSDS can be obtained.

Any hazardous material tax must be included in the price of the product RFP. KCDA will not be held responsible for any additional taxes (other than Washington State Sales Tax) and will not pay them if noted as separate line item on invoices.
Y. BIDDER FINANCIAL RESPONSIBILITY

KCDA has the right to request financial information from the manufacturer or manufacturer’s designated sales and services distributers to evaluate the ability to meet the terms and conditions of any and all contracts that may be established by acceptance of the offer contained in the RFP. Additional confirmation from the manufacturer that the delivery terms of the contract will be met may be required. KCDA reserves the right to reject any or all RFP’s unable to prove they are financially able to provide the quantity of merchandise they have offered in response to this RFP .

Z. MINORITY AND WOMEN OWNED BUSINESSES

KCDA encourages all minority and women owned businesses to participate in the RFP process. Washington State law does not allow KCDA to provide any financial advantage for minority and women owned businesses who participate, however, KCDA believes that a diverse range of suppliers benefits all.

4. INSTRUCTIONS FOR RFP SUBMISSION & RFP FORMAT
A.  GENERAL VENDOR INSTRUCTIONS:

1.  VENDOR RESPONSIBILITY

All respondents shall thoroughly examine and be familiar with the RFP documents.  The failure or omission of a vendor to receive or examine any form, instruments, addendum, or other document, shall in no way relieve any vendor from obligations with respect to the RFP.  The submission of an RFP shall be taken as prima facie evidence of compliance with this section
2.  INTERPRETATION OF RFP DOCUMENTS/ADDENDUMS/QUESTIONS

Any respondent contemplating submitting an RFP for the proposed contract that is in doubt as to the true meaning of any part of the RFP documents, or finds discrepancies in or omissions from, the RFP documents, shall submit to KCDA a written request for an interpretation or correction thereof. Such requests shall be received no later than June 3, 2011 at 2:00 PM Pacific Standard Time. Any interpretation or correction of the RFP documents will be made in writing by addenda issued to all vendors known to KCDA. Addenda will be posted on the KCDA website www.kcda.org Click on pending Bids/Copiers/RFP 11-213. The attempt to answer questions will be answered by KCDA on June 7 but this is not a promise.
It is imperative vendors check the KCDA website for posted addendums prior to submitting their RFP response.

All addendums must be printed in their entirety, signed and submitted with the RFP response or the RFP will be invalid.

3.  CONTRACT DEFAULT

Your RFP is subject to all terms and conditions as herein established in the RFP and include price, quantity and delivery.  Failure to provide RFP items in accordance to the purchase order and RFP delivery schedule, will constitute contract default, and, after due written notification, allows the Purchasing Department to declare the contract void and to purchase the merchandise on the open market.  Any additional costs in procuring and distributing replacement product will be charged to the awarded vendor (s). 
4.  DEVIATIONS AND EXCEPTIONS

All sections and paragraphs in the RFP are numbered and lettered in outline form.  All exceptions to the terms and provisions of the RFP shall be made by the vendor by signing and dated the Exceptions attachment to the RFP.  Do not add to, delete from, or amend in any manner the RFP form or covering pages, other than by attachment to the RFP.  Attachments to this RFP shall thereby become a part thereof.

All information submitted on the RFP document, i.e. prices, brands, product numbers and all required attachments must be electronically entered and submitted with the RFP.  RFP’s received differently than in the manner described may be rejected.
B.  RFP SUBMITTAL DUE DATE AND TIME

Submitted RFP’s must be received and stamped by KCDA at the main office no later than June 14, 2011 @ 10:00 a.m.

RFP’s will be accepted and stamped by the official time clock with the date and local time. Only those RFP’s stamped on or before the due date and time will be reviewed and considered. At 10:00 A.M., KCDA will begin the recording of the proposals. No RFP’s will be accepted after this date and time. The pricing will not be read at the time of the RFP opening. Only the names of the respondents will be read. The pricing will be available at the time of award, if a respondent should request, and has made a prior appointment so that appropriate staff can be in the room with the RFP documents.

Proposal Due Date:
June 14, 2011

Proposal Due Time:
10:00 A.M. Pacific Standard Time

Proposal Due Location:
Main office of KCDA Purchasing Cooperative


18639 80th Avenue South


Kent, WA 98032

Please note that RFP’s sent to our post office box are not guaranteed of reaching the Purchasing Department offices in time for the RFP opening. The same is true of RFP’s sent via United Parcel Service (UPS). RFP’s sent via UPS are delivered to our warehouse, not the Purchasing Department Offices, and are not guaranteed of being in the office before the time of the opening. Please check to make sure your RFP will arrive at the Purchasing Department Offices in time to be accepted for the opening. KCDA will not accept RFP’s sent via fax or email.

KCDA will be closed for the following holiday and therefore access for mail or courier delivery of RFP’s will be unavailable:
· Memorial Day, May 30, 2011

No faxed or "postage due" RFP’s will be accepted.
C.   SHIPPING LABEL

The package must be clearly identified as listed below with the solicitation number and name of the company responding. All packages must be sealed and delivered to the KCDA main office (not the KCDA warehouse or the KCDA PO Box) no later than the submittal deadline assigned for this solicitation.

From _______________________________________

Company ____________________________________

Address _____________________________________

City, State, Zip________________________________

Solicitation Name and Number ___________________

Due Date and Time ____________________________

D.   PROPOSAL REQUIRED FORMAT

· Responses shall be provided in two (2) three-ring binders. One binder must be marked “Original”. The other binder must be marked “Copy”. 8 ½ x 11 paper must be used in the binders.

· Label the binders clearly with the manufacturer and the name and RFP number (RFP 11-213 Purchasing/Leasing of Copiers/MFD’s/High Speed Laser Printers, Wide Format Machines, Scanners, Software & Service Management Solutions) on the outside front cover and vertical spine.

· All forms are to be filled out electronically vs handwritten.  
· In addition a thumb drive must be submitted which KCDA will use to download the RFP to the KCDA website for customers to view pricing as well as the RFP response, if they should request.

· Include a copy of all solicitation pages before each section needing tabulation in

· response. Tabs should be used to separate the proposal into sections, as identified below. Respondents failing to

· organize in the manner listed below may be considered non-responsive and may not be evaluated.

BINDER TABS
Tab 1:  RFP document as sent to each respondent from KCDA.
Tab 2:   Copies of addendums in their entirety.  They must be signed to be valid. Vendor must check KCDA 

website for addendums.
Tab 1.   Vendor Terms, Signature/Contract Form

Tab 2.   Questionnaire

Tab 3.   Company Profile & Information Management – Provide a description of its invoicing plan regarding
equipment sales, leasing, maintenance and repair service.  Specify whether invoicing will be centralized 

Which is preferred due to the possibility of greater accuracy of the data) or decentralized (which would be permitted provided data is properly collected and reported. 

Vendor must include a brief description (two pages or less) of their company, to include experience and history at providing contract equipment and services to large organizations within the states of WA, OR, ID, MT, and AK. A discussion on how the Vendor intends to perform the contract through its network of distributors/dealers should also be provided.
Tab 4.   Products/Services/Pricing – Complete and submit forms for machines described in Pricing Example Specifications Forms (Units 1-6)  as well as a separate listing of the  full line of manufacturer’s products/services in Excel format.  Forms are located  in the Tab 4 explanation section in the back of the proposal. Complete the form and add accessory options to include full maintenance and supplies, supplies only, parts only, pricing for hard drive security, software and Service Management Solutions.  For the full product line, submit an electronic pricing and description file by category which may be posted to the KCDA website. 
Tab 5.   Pricing for the complete line of manufacturer’s products:  Submit complete pricing for all product lines.  Submit as an electronic file by product category and include the accessory options which include pricing for full maintenance and supplies, supplies only, parts only, pricing for hard drive security, software and Service Management Solutions. 
Tab 6.   References – see Past Performance Reference attachment
Vendor’s Customer References: 
1.Vendor must ensure that the RFP Coordinator receives at least five (5) educational references, all of which must have a sales volume equal to or greater than one hundred thousand ($100, 000) dollars annually, five (5) governmental agency references and (1) bank reference.

2. The equipment and services purchased by these reference customers must be the same as identified in the Vendor’s proposal. Vendor must have provided this equipment to each reference customer for a period of at least one year during the past three years.

3. The Vendor is responsible for providing the Customer Reference Form to their identified customer references. Each customer reference should complete the Customer Reference Form and mail, or fax it directly to the Purchasing Agent. The Purchasing Agent should receive all forms no later than the proposal due time and date. If more than three customer references are received, only the first three received by the RFP Coordinator shall be considered during proposal evaluation.

4. To prevent disqualification in the event a Customer Reference does not complete and submit the form, the Vendor must provide the information requested about each customer reference. In the event that forms are not received by the date specified, the Purchasing Agent will make one attempt to contact the customer reference and obtain a completed customer reference form. If a contact cannot be made within one business day or the reference declines to submit the reference form, the Vendor’s identified Customer Reference will not be considered during proposal evaluation and evaluation points will be adjusted accordingly.
5.  KCDA reserves the right to eliminate from contract award consideration any Vendor who receives an unfavorable report from a vendor indentified customer reference.  

6.  The Past Performance Reference Form should be returned by mail or faxed to:



Charlene Turner, Purchasing Manager  -  RFP 11-213 Purchasing/Leasing of Copiers, MFD’s



KCDA Purchasing Cooperative



18639 80th Ave. S.



Kent, WA 98064-5550 



Fax:  253-395-5402

Tab 7.  

Vendor Certifications (if applicable)

Provide a copy of all current licenses, registrations and certifications issued by federal, state and local agencies, and any other licenses, registrations or certifications from any other governmental entity with jurisdiction, allowing respondent to perform the covered services including, but not limited to licenses, registrations or certifications. Certifications can include applicable MWBE, and manufacturer certifications for sales and service. If the manufacturer designates authorized sales and service distributors, it must be provided on manufacturer letterhead.

Tab 8.   
Training & Re-Training

Tab 9.
Descriptive Literature -  Provide with  proposal descriptive literature and the corresponding price sheet for all machines requested and the manufacturer’s full product line of contract equipment. Respondent is to also provide a copy of Buyers Laboratory Inc. Multifunctional Specifications Guide, “Fact Sheet” pages describing the  Model Machines they list in the RFP (If available from their last publication.)
Tab 10.

Value Add & any other information respondent wants to submit.

Tab 11.
Required Attachments to be submitted with RFP
Attachment A-:
Authorized Contractor Representatives and Single Points of Contact
Attachment B:
Statewide Support-Dealer/Distributor Network for State of Washington
Attachment C:
Statewide Support-Dealer/Distributor Network for State of Oregon

Attachment D:
Statewide Support-Dealer/Distributor Network for State of Idaho

Attachment E:
Statewide Support-Dealer/Distributor Network for State of Montana

Attachment F:
Statewide Support-Dealer/Distributor Network for State of Alaska

Attachment G:
Exceptions to Terms & Conditions

Attachment H:
Certification Regarding Disbarment, Suspension, Ineligibility and Voluntary Exclusion

Attachment I:
Terms by Manufacturer

Attachment J:
Credit Cards

Attachment K:
Equipment Lead Time

Attachment L:
Ordering Addresses

Attachment M:
Technical, Environmental, Training & Customer Service Requirements

5.   PROPOSAL EVALUATION, EVALUATION MATRIX, EVALUATION CONFERENCE
A. Evaluation:
Contract awards shall be made to multiple manufacturers within a competitive range for copier-based and/or printer-based multifunctional products as is in KCDA member’s best interest. The manufacturer must set the pricing but may designate authorized sales and service distributors. Vendor must offer document duplication devices (i.e. machines) manufactured by a single manufacturer for all identified speed categories and a “Target Machine” for each specified production speed must be quoted to be considered responsive. However, a Vendor may offer multiple product lines or brands of devices in a single proposal provided these are all products of the same manufacturer as recognized by Buyers Laboratory. In such a proposal, all respondents must submit documentation that they are the manufacturer or designated factory and service authorized distributors (must be on manufacturer letterhead) and able to deliver all equipment produced by the manufacturer and all future offerings from the lines/brands offered. 

The competitive range will also take into account the size of the Vendor pool needed to ensure the necessary variety and availability of contract products and support services throughout the states of WA, OR, ID, MT, and AK. During the evaluation process, cost and non-cost factors shall be added together for evaluation purposes to determine the “competitive range” and thus the “best value” for the KCDA. KCDA may reject any or all proposals or waive minor informalities as is necessary to complete the evaluation process.

Evaluation shall be made on a point allocation basis as outlined in the Evaluation Criteria Matrix.

Evaluation of machine shall include: purchase price, operating lease rates, standard lease rates, maintenance service and labor and supply costs, security hard drive pricing and service management solutions. Net prices must follow the specified pricing methodology prescribed in the RFP.

In the process of preparing the proposal, each respondent must demonstrate their ability to supply the manufacture’s full product line and provide maintenance and repair service support for equipment. Those that fail to provide with their proposal the information requested or otherwise fail to meet published criteria may be deemed non-responsive and will be rejected.

B.  Evaluation Criteria Matrix
	% Criterion
	Factor Weight (1-5)
	Rating (1-28)
	Point Score
	Comment
	Weight + Rating



	20% Corporate Capability & Company Qualifications

	Organizational
	
	
	
	
	

	Financial Stability
	
	
	
	
	

	Marketplace credentials
	
	
	
	
	

	KCDA customer presence
	
	
	
	
	

	Corporate commitment
	
	
	
	
	

	Track record – similar supply arrangements
	
	
	
	
	

	Corporate profile
	
	
	
	
	

	References
	
	
	
	
	

	Audited Financial Statement
	
	
	
	
	

	Employee Confidentiality Agreement
	
	
	
	
	

	Cover Letter and Executive Summary

	
	
	
	
	

	% Criterion
	Factor Weight (1-5)
	Rating (1-28)
	Point Score
	Comment
	Weight + Rating



	40% Technical Solutions –Technical and Environmental requirements – Number and location of dealers/distributors

	To provide sales support.
	
	
	
	
	

	To provide onsite maintenance service.
	
	
	
	
	

	To provide value added options (marketing to membership and training & customer service).
	
	
	
	
	

	To provide Management Services Solutions.
	
	
	
	
	

	Number and location of trained service technicians and connectivity network support (type of training)

Telephone response time

Service response time.
	
	
	
	
	

	Equipment order lead time.
	
	
	
	
	

	On-site technical service.
	
	
	
	
	

	20% Approach and Implementation – Vendor understanding of the scope and impact of this RFP

Strategy –Completeness of the approach and implementation strategy proposed.

	20% Benefits and Costs.
	
	
	
	
	

	Benefit to KCDA embers.
	
	
	
	
	

	Sustainability benefits (ISO Certifications).
	
	
	
	
	

	Meets or exceeds program goals.
	
	
	
	
	

	Firm pricing, Maximum discount.
	
	
	
	
	

	Completeness of pricing proposed.
	
	
	
	
	

	E-Waste Program.
	
	
	
	
	

	100%
	
	
	
	
	


C.  Evaluation Conference
To aid in the evaluation process, after proposal opening, KCDA may contact individual respondents for the purpose of conducting discussions to determine whether both parties have a full and complete understanding of the nature and scope of contractual requirements. In no manner shall such action be construed as negotiations or an indication of KCDA’s intention to award.

Award of this contract will be made to one or multiple Respondents or Manufacturers whose offer(s) conform to the solicitation requirements, who is deemed responsive/responsible, who demonstrates they possess the technical/support and capabilities necessary to perform contract requirements, and are determined to be the most advantageous to KCDA membership in price and other considered evaluation factors.
6.  CONTRACT REQUIREMENTS/QUALIFICATIONS
1.Vendor  Status as a Washington Business
 The Contractor must agree to register with the Washington State Department of Revenue, if it has not already done so. Vendor must be licensed to do business in the State of Washington, as required by law. Additionally, Vendor must agree to collect and report all applicable state and local sales taxes.

2. In-State Presence
 The Contractor must have, or agree to establish within sixty (60) days of award notification, a place of business within the states of WA, OR, ID, MT, and AK. Ordering agencies and other contract users shall not be required to deal with any persons other than the Contractor or authorized distributor/dealer. A subcontractor cannot fulfill this requirement for the Contractor.

3. Dealer Authorization
 The Respondent, if other than the equipment manufacturer, shall submit with its proposal a current, dated, and signed authorization from the equipment manufacturer that the respondent is an authorized distributor, dealer for sales and service and is authorized to sell and maintain the manufacturer’s products included in the RFP. Failure to provide manufacturer’s authorization may result in proposal rejection.

4. Dealer/Distributor Statewide Network for states of Washington, Oregon, Idaho, Montana & Alaska but not including those states as KCDA accepts new members weekly.
 Vendor may propose a network of dealers/distributors located throughout the state to be involved in contract performance and serving contract customers. While contract customers may be directed to contact the Vendor’s network of dealers/distributors directly for specific services, the Contractor shall be responsible for the actual job performance of each and every dealer/distributor. Unresolved problems with the dealer/distributor may be referred to the Contractor’s designated contact person for resolution. Vendors are to identify and list each of the dealers/distributors they intend to involve in contract performance.  

Vendor must be capable of replacing dealers found unsuitable to participate in performance of the KCDA contract, and establishing new dealers or service centers when needed, in a timely manner.
5. Subcontracting
 Proposals that include third party involvement will be considered only if the Vendor agrees to take complete responsibility for all actions of such subcontractors.  Contractors must disclose the use of any subcontractors in its proposal . Any subcontractors engaged after award of the contract must be pre-approved by the Purchasing Agent.

6. Prior Contract Performance and Certifications
 If the Vendor has had a contract terminated for default during the past five (5) years, all such incidents must be described. Termination for default is defined as notice to stop performance due to the Vendor’s non-performance or poor performance and the issue was either: (a) not litigated; or (b) litigated and such litigation determined the Vendor to be in default.
Submit full details of all terminations for default experienced by the Vendor in the past five (5) years including the other party’s name, address and telephone number. Present the Vendor’s position on the matter. KCDA will evaluate the facts and may, at its sole discretion, reject the Vendor’s proposal if the facts discovered indicate that completion of a contract resulting from this RFP may be jeopardized by selection of the Vendor.
 If the Vendor has experienced no such terminations for default in the past five (5) years, so declare.
7.  Retention of Records
The Contractor shall maintain, for at least three years after completion of this contract, all relevant records pertaining to this contract. This shall include, but not be limited to, all records pertaining to actual contract performance from the date of contract award. It shall also include information necessary to document the level of utilization of MWBE’s and other businesses as subcontractors and suppliers in this contract as well as any efforts the contractor makes to increase the participation of MWBE’s. The contractor shall also maintain, for at least three years after completion of this contract, a record of all quotes, RFP’s, estimates, or proposals submitted to the Contractor by all businesses seeking to participate as subcontractors or suppliers in this contract. KCDA shall have the right to inspect and copy such records. If this contract involves federal funds, Contractor shall comply with all record keeping requirements set forth in any federal rules, regulations, or statutes included or referenced in the contract documents.

Contractors and customers will each maintain a file of key documents supporting the placement of all devices throughout placement. This shall include, the authorizing purchase order, and when appropriate, the letter of notification sent to the customer’s IT Department, any letter in response to the notification, the signed lease agreement. This file will be auditable, and maintained throughout the machine’s placement.

8.  Reports
The Contractor(s) must provide the following report(s) to KCDA.
9. Sales and Subcontractor Report
The Contractor must submit monthly usage reports in an Excel format to KCDA Finance Department listing customer name, location, customer PO number, machine model, cost, KCDA RFP 11-213, whether a purchase order for purchases, lease arrangements. If the lease scenario, include the amount of service fee reimbursement (calculated at 2% of the total cost of the lease payable to KCDA

Reports must be submitted by the 15th of each month following the calendar quarter.

Contract Administration Report and Fee: The Contractor shall submit to KCDA a monthly report of all contract sales and service activity made during the reporting period. The report must identify:

(1) The contract number,

(2) Each Purchaser/Ordering Agency invoiced during the reporting period,

(3) Each Purchaser/Ordering Agency’s total invoice price, excluding tax.

(4) The customer’s purchase/field order number(s),

(5) The date(s) of delivery/installation/service; and

(6) The applicable Service Fee (reference Section 1.4.5).

The report and Administration Fee must be received by KCDA no later than the 15th of each month following the calendar quarter. Reports are required to be submitted electronically, in Excel format.

KCDA reserves the right to examine the records of any Contractor to ensure compliance with all contract requirements. Periodic pricing audits may be performed. The Contractor will be required to deliver specific individual data of past purchases/sales within the timeframe requested by the KCDA representative performing the audit. This may include (but not limited to) copies of invoices indicating specific line-item products/services and their prices
10.  Selecting Equipment
Document production requirements vary within KCDA membership. This Contract seeks to provide access to resources that allow agencies to make the best possible business decisions with respect to their document production needs for standalone and/or networked copier-based or printer-based multifunctional products. It will be recommended that members evaluate their approach to document production on an enterprise level, looking at all devices in use and considering member-wide needs. Purchasers will be directed by KCDA or the awarded Contractor’s website to obtain detailed information about products, services, pricing and order placement.

KCDA membership will be able to call several dealers in their area to request meetings and solution proposals. The KCDA member may select any awarded or combination of awarded equipment that best meets their business need without further procurement action.

11.  Equipment
a.  New Equipment: Equipment which has not been used previously and is being actively marketed by the     manufacturer’s authorized dealers.
b.  Newly Manufactured Equipment: Equipment which has been assembled for the first time and which may contain some reprocessed parts or components that meet new parts or component performance standards and comply with product performance and reliability specifications.

c.  Factory Produced New Model Equipment: Equipment which has been converted to new model status, which maintains all the features and/or functions of the previous model and adds new features and/or functions not available on the previous model. The new model has been disassembled to a predetermined standard established by the manufacturer and manufactured to new model status. It is also newly serialized. The new model contains new reprocessed and/or recovered parts that fully meet new product specifications. The first use is at the customer’s location.

d.  All branded equipment components, spare parts, and application software, and ancillary equipment purchased and supplied under this contract must conform to manufacturer specifications and shall be of new manufacture and in current standard production. The Vendor is responsible for ensuring that these items are operable and installed in accordance with manufacturer’s specifications.

12.  Power Protection
 Contractor shall provide with each MFD a power protection device (power filter and surge protector) to assure optimum machine performance and reduce problem maintenance service calls.

13.  Information Services/Technology Assistance
Specifications and service support requirements are changing quickly in this industry. KCDA membership should involve their own systems support staff and/or Information Services/Technology (IS/IT) staff during needs assessment and equipment configuration requirements prior to order placement.

When network connection is planned, Contractor shall assure coordination with the customer’s systems support or information services staff and shall confirm that ordered machine is properly configured to assure successful integration with customer’s existing network. If MFD was ordered incorrectly to achieve successful integration, Contractor shall be responsible for any costs associated with reconfiguring the machine to successfully complete integration.

14. Pricing and Contract Price Adjustments
Unless otherwise stipulated in the RFP, all information and data listed in or otherwise provided with the Vendor’s proposal must be effective at the time of the proposal due date and time. All equipment identified in the proposal shall be in current production and available for sale. All pricing is to be listed in the format requested or as otherwise specified. All pricing shall include the costs of proposal preparation, servicing of accounts, and compliance with all contractual requirements. 
When an equipment manufacturer revises its reference product price list to add or delete models and accessories, Contractor shall update its dedicated contract website accordingly to reflect these changes, provided manufacturer has also notified Buyers Laboratories, Inc. New items shall meet or exceed all the specifications and requirements established in the Contract. The Purchasing Agent may direct the Contractor to remove any machine or item from the website that does not meet required specifications or are otherwise in conflict with Contract requirements.

Contract discounts and percentages (or pricing if Vendor has quoted firm prices) must be held firm during the contract period, unless changes are made to accommodate bulk placements (three or more pieces of equipment sold to the same customer at the same time) or special promotions. KCDA may conduct periodic audits. Contractors will be responsible for full reimbursement for any overcharge. Upon request from the contract customer, Contractor shall provide (at no additional cost) an electronic copy or hard copy (by fax or mail) of manufacturer’s actual reference price list for price validation purposes.

For contract administration purposes, the Purchasing Agent must be able to verify the manufacturer’s current reference product price list by directly contacting Buyers Laboratory Inc. Price increases that cannot be verified shall not be reflected on the Contractor’s dedicated contract website or otherwise charged to the contract customer.

Purchase Pricing: For each Category (or group of identified Categories) RFP’s are to specify a percentage discount off the manufacturer’s reference price list for each of the following – Base Machine, all Accessories (required, optional and those needed for connectivity), and all Software. These discounts must be held firm and fixed during the term of the contract, except as otherwise allowed. For each machine category identified, RFP’s are to:

· Identify the applicable manufacturer reference price list.

· Calculate and list the net price for the base machine, all listed and manufacturer identified accessories and all software options (if applicable).

Alternate Purchase Pricing Method: Instead of offering a firm discount off manufacturer’s product price list, respondents may elect to submit a firm fixed price proposal for at least one machine in each identified product category. If this format is selected, the respondent will enter a firm price for each machine category, including a price for the base machine, all accessories and all software. Respondents will choose only one purchase pricing method to be used throughout the proposal. Proposals received that provide both will be found non-responsive.

Respondents proposing this pricing method agree by their submission that all future devices that are marketed as replacement devices to those identified in the proposal (and if awarded, the subsequent Contract), will be offered to the KCDA member at the same price as that offered in the original proposal. New devices must perform all functions offered by the replaced devices and must do them as well as the devices identified in the proposal.

KCDA may accept a future claim from the Contractor that a new threshold of performance or technology has been established. If the Purchasing Agent is satisfied with evidence presented in support of this claim, appropriate pricing for such new technology may be established through negotiation.

If successful, the Contractor must list at least one model per product Category on the Contract throughout the life of the Contract. Replacement devices must continue to meet the contract requirements and specifications.

Operating Lease Rates: For each machine Respondents are to identify a single percentage to be applied to the manufacturer’s list price to calculate monthly rental rates for 24-month, 36-month, 48-month and 60-month terms and operating lease rates for 36-month, 48-month and 60-month terms. These percentages must be held firm and fixed during the term of the contract, except as otherwise allowed. For each machine identified.

· Use the percentage offered for each term (24-month, 36-month, 48-month and 60-month) to calculate and list the rental and operating least net price for the base machine, all listed and Manufacturer identified accessories and all software options (if applicable). Prices are to be rounded to the whole cent.
Changes to the pricing structure that result in revised pricing for contract customers may be considered after the initial Contract term or at the discretion of the KCDA Purchasing Agent in conjunction with contract extension, provided:

· The request is in writing on Contractor’s letterhead;

· It is filed with the Purchasing Agent a minimum of 60 calendar days before the effective date of the proposed change;

· It clearly identifies the items impacted by the change;

· The change will not produce a higher profit margin than that on the original contract;

· It is accompanied by documentation acceptable to the Purchasing Agent sufficient to warrant the change.

Maintenance Service: Maintenance services shall be charged for on a “cost-per-copy basis” and services performed shall be as described herein. Respondents shall quote a cost-per-copy for maintenance service for machine category listed . Cost-per-copy charges shall be firm during the contract period unless reduced for bulk placements or promotional purposes. However, adjustments/changes may be considered at the time of contract extension as prescribed above.

Hourly Labor Rate: An hourly labor rate shall be established to cover customer requested on-site services otherwise not covered under maintenance service. Respondents shall quote an hourly rate to cover non-standard charges as requested in Product Specifications and Price Sheets. However, adjustments/changes may be considered at the time of contract extension as mentioned above.
15.  Vendor’s Past Performance Customer References 

a. Vendor must ensure that KCDA receives at least five (5) educational references, all of which must have a sales volume equal to or greater than one hundred thousand ($100, 000) dollars annually, five (5) governmental agency references and (1) bank reference.

b. The equipment and services purchased by these reference customers must be the same as identified in the Vendor’s proposal. Vendor must have provided this equipment to each reference customer for a period of at least one year during the past three years.

c.  The Vendor is responsible for providing the Customer Reference Form to their identified customer references. Each customer reference should complete the Customer Reference Form and mail, or fax it directly to the Purchasing Agent. The Purchasing Agent should receive all forms no later than the proposal due time and date. If more than three customer references are received, only the first three received by the RFP Coordinator shall be considered during proposal evaluation.

d.  To prevent disqualification in the event a Customer Reference does not complete and submit the form, the Vendor must provide the information requested about each customer reference. In the event that forms are not received by the date specified, the Purchasing Agent will make one attempt to contact the customer reference and obtain a completed customer reference form. If a contact cannot be made within one business day or the reference declines to submit the reference form, the Vendor’s identified Customer Reference will not be considered during proposal evaluation and evaluation points will be adjusted accordingly.
e.  KCDA reserves the right to eliminate from contract award consideration any Vendor who receives an unfavorable report from a vendor indentified customer reference.
f.  The Past Performance Reference Form should be returned by mail or faxed to:


Charlene Turner, Purchasing Manager  -  RFP 11-213 Purchasing/Leasing of Copiers, MFD’s


KCDA Purchasing Cooperative


18639 80th Ave. S.


Kent, WA 98064-5550 


Fax:  253-395-5402
16.  Addition of New Equipment/Categories
KCDA recognizes that technology is rapidly changing.  Therefore, KCDA reserves the right to add any new technology to this Contract in the best interest of KCDA membership within the original Contract intent.  This does not preclude KCDA from re-bidding/amending all or portions of this Contract to facilitate advances in technology.  During the term of the contract Contractor(s) may add or delete contract equipment introduced or removed from the market by the manufacturer provided the equipment falls within the scope of the Contractor’s awarded contract. Contractor shall update its dedicated contract website to reflect this change. New equipment must be adequately described and the associated price list must be updated to reflect the new equipment’s prices. Pricing must utilize the same pricing structure as was used on for other equipment falling into the same product category.
17.  Best and Final Offer
KCDA will make an award without further discussion of the proposal submitted. Therefore the manufacturer’s proposal should be submitted on the most favorable terms that the manufacturer could offer. After the award, KCDA members may negotiate with awarded vendor (s) for a lower offer if it is in the best interests of the member. If a lower price is negotiated, the vendor proposal must state the pricing was negotiated.

18.  Waive Minor Irregularities
KCDA reserves the right to waive minor administrative irregularities contained in any proposal. Vendors will not be allowed to make changes to their quoted price after the proposal submission deadline.

19.  Proposal Errors
Vendors are liable for all errors or omissions contained in their proposal. Vendors will not be allowed to alter proposal documents after the deadline for proposal submission. KCDA is not liable for any errors in Vendor’s proposal. The Purchasing Agent reserves the right to contact the Vendor for clarification of proposal contents.

20.  Proprietary Information
Any document(s) or information which the Vendor believes is exempt from public disclosure under The Public Disclosure Act (RCW 42.17.310), or under The Uniform Trade Secrets Act (RCW 19.108.010) shall be clearly identified by Vendor and placed in a separate envelope marked with RFP number, Vendor’s name, and the words “Proprietary Information” along with a statement of the basis for such claim of exemption. KCDA’s sole responsibility shall be limited to maintaining the above data in a secure area and to notify Vendor of any request(s) for disclosure within a period of five (5) years from date of award. The requested information will be released to the requester unless Vendor obtains a court order enjoining that disclosure. If Vendor fails to obtain the court order enjoining disclosure, KCDA will release the requested information on the date specified.

Failure to so label such materials or failure to provide a timely response after notice of request for public disclosure has been given shall be deemed a waiver by the Vendor of any claim that such information was, in fact, so exempt.
21.Survivability

Placements made using the authority provided by this Contract will survive the Contract itself. Those customers renting or leasing the equipment will continue to receive ongoing service from the Contractor at the agreed upon Contract rate through the term of their placement contract agreement. The Contract terms and conditions will survive the authorizing contract through that final term.

Those customers purchasing equipment will receive ongoing service from the Contractor at the agreed upon Contract rate until the expiration of the Contract.

Upon the Contract termination, customers and Contractors may agree to further extend a placement. Such further extensions will not be for more than twelve month terms, and KCDA will reserve the right to terminate these placements with 30 days notice and without termination penalties.

22. Equipment Shipment/Installation/Removal Costs/Connectivity
a. Equipment shipment and Handling Charges/ Equipment Removal & Services

All contract equipment and services are to be quoted FOB destination (contract customer’s location). All anticipated      shipping and handling costs necessary to meet the delivery schedule must be included in the “Base Machine” price. No additional charges for shipping or handling will be allowed, except for the State of Alaska. Shipping may be added to Alaskan orders.

b. The installation and/or removal of contract equipment shall be performed in a professional manner. The customer’s                premises shall be left in a clean condition. The Contractor may be required to repair all damage and/or provide full compensation for damage to the customer’s premises that occurred during equipment installation/removal. All cables used to connect the equipment must be pre-approved by customer’s Information Services (IS) staff in advance of order finalization and placement. Contractor shall provide all required cables necessary to install and connect the equipment.

Installation and removal costs shall be included in equipment pricing, except in the specific cases where delivery and self installation is identified on the order. In those cases equipment is to be delivered to the customer’s identified delivery point at no additional charge, i.e. shipped freight prepaid FOB destination and included in contract price.

Installation of equipment to be networked must be coordinated with the customer’s internal IS personnel in charge of the computer network and telephone system to which the machine may be connected.

Connectivity service support is to be available to coordinate installation with agency personnel and be available to answer questions and concerns on the equipment installed. Personnel in charge of the installation must be available to coordinate installation with ordering agency internal staff in charge of the customer’s network. Service support personnel, knowledgeable in digital equipment and in networking equipment, will be required to provide all necessary maintenance and repair.

23. Training  
Contractor shall provide ordering agencies up to two (2) hours free in-house training at the time of equipment installation or by appointment within five working days as arranged with agency personnel. Training to include, but not limited to, standard functional use of machine to networked users as well as training to any assigned agency personnel to enable them to instruct others. Such training shall be provided at no additional charge to the customer. Respondents to include a customer training plan and a description of training resources in its proposal additionally, proposals shall include a plan and pricing for retraining in case of equipment or staff reassignment.

24. Operator Manual
Hard covered instruction and maintenance manuals shall be furnished for all contract equipment and software delivered and installed. Electronic instructional media will be furnished for all software provided. Manuals shall contain, but not be limited to, the following:

· A section describing the capability of the equipment.

· A section on machine specifications.

· A section describing operating instructions.

· A section describing the installation and use criteria of the equipment.

· A section describing general maintenance instructions.

· A section describing software installation and user guides.

25. Equipment
 A.  Newly Installed Machine Problems

Vendor must include in their proposal a brief description (two pages or less) of their company, to include experience and history at providing contract equipment and services to large organizations within the states of WA, OR, ID, MT, and AK. A discussion on how the Vendor intends to perform the contract through its network of distributors/dealers should also be provided.

Ordering agency will evaluate the performance of newly installed equipment for a 30-day period after installation. If the machine’s performance is unsatisfactory, the ordering agency will immediately contact the Contractor to pursue corrective action and resolution of the problem. Resolution of machine performance problems may result in:

· The replacement of the machine with another machine of the same brand and model, at no additional cost (including delivery and installation) to the customer, or

· Return of the machine and cancellation of the order at no charge to the customer.

B.  Equipment Loaners
The Contractor shall be responsible for any delivery, installation/removal charges associated with equipment loaners.

C.  Equipment Repair: Contract equipment under any rental or maintenance agreement which is non-operational and cannot be repaired within 24 working hours of notification that service is required, at customer’s request will be replaced within two (2) working days by a loaner unit until repairs are completed. Loaner equipment does not have to be the same model, but must perform the same functions as the equipment being repaired.

D. Partial Operability: In the case of machines needing repair, but which are still partially operable, requirements and arrangements for loaner equipment will be made between the Contractor and customer. If no agreement can be reached, the Purchasing Agent administering this Contract will make a final determination.

E. Late Equipment Delivery: If requested equipment (purchased, rented or leased) cannot be supplied within the Contractor’s specified delivery time, substitute equipment, of equal or greater performance capabilities must be temporarily installed pending the installation of the ordered new equipment. In issues of dispute, the Purchasing Agent administering this Contract will make a final determination.
F. Trial Placements:

· May not exceed 90 days.
· May run in conjunction with another vendor’s ongoing placement and.
· May not offset the cost of an early termination penalty.
Customers pay only the applicable contract cost per copy rate during the trial and may end it and remove the devices without obligation at any point.

G. Equipment Relocation/Transfer
Contract users shall be afforded the option to move or transfer contract equipment from one agency location to another agency location (within the same agency or to another agency) as deemed necessary with no change to rental or maintenance plans. For agency self-moves, no installation or removal charges will be billed either customer location for customer’s self relocated/transferred of equipment. The customer will be responsible for repairs required for damage that occurred during the transfer. Contractor/dealer shall be notified of the move to insure continued maintenance service and accurate record keeping.

Alternately KCDA membership may elect to have their dealer move the equipment and pay a move and set-up fee. The dealer will provide a moving price prior to the move, and hold the price firm. No other fees apply and the dealer is responsible for repairs required following such transfer.

Movement of equipment must be coordinated with KCDA member’s contact personnel responsible for the copier contract and/or personnel in charge of the computer network and telephone system to which the machine may be connected or disconnected.
H. Equipment Inspection/Testing/Acceptance
Inspections, tests, measurements, or other acts or functions performed by the KCDA member shall in no manner be construed as relieving the Contractor from full compliance with contract requirements. At a minimum, an installed device must demonstrate the capability of providing the functions and services specified in the manufacturer’s published literature.

Any equipment delivered through this contract that fails to perform to manufacturer’s specifications may, within fifteen- (15) days of equipment receipt and at the KCDA member request, be replaced with a new unit or the defective unit be repaired under manufacturer’s warranty.

I. Excessive Service and Downtime
Equipment, including all accessories and software, supplied through this contract shall be capable of continuous operation. Therefore, Contractor shall guarantee that all contract equipment will be operational at least 98% of normal business hours. Equipment that develops a trend of requiring an excessive number of service calls shall be reported by the agency to the Contractor or by the Contractor to the agency as the situation warrants. Should the equipment, any accessories, or software become inoperable for a period of twenty-four (24) consecutive working hours, the Contractor shall, at the agency's option, provide, at no charge, a loaner or accessory of equal capability of non-performing piece of equipment while repairs are being completed.

Contractors are to maintain a service log for each machine serviced describing maintenance and repair services provided. A no-cost copy of service logs/reports must be provided to the customer and/or the Purchasing Agent within five working days of request.

If the Contractor feels that excessive service calls were the result of operator or member problems, the Contractor should plan on providing additional training to customers as necessary to help alleviate excessive service problems. If the Contractor feels that excessive service calls are the result of the member’s use of supplies obtained from an alternate supply source (excluding paper), the Contractor should provide the agency with a detailed report substantiating that position. Contractor and member should work together to identify an acceptable resolution of the machine’s performance problems. Unresolved problems may be brought to the attention of the Purchasing Agent for assistance in exploring alternative problem resolution options. Should the parties not be able to reach a mutually satisfactory resolution, the Purchasing Agent shall review all of the pertinent information and shall notify both parties of his/her decision to resolve the problem

J.Materials and Workmanship
Contractor(s) shall be required to furnish all materials, equipment and services necessary to perform contractual requirements. Materials and workmanship in the construction of equipment for this contract shall conform to all codes, regulations and requirements for such equipment, specifications contained herein, and the normal uses for which intended. Materials shall be manufactured in accordance with the best commercial practices and standards for this type of equipment.

K. Contractor Performance/Damages
1.  General Requirements: 
KCDA and its membership monitor and maintain records on Contractor performance. Said performance shall be a factor in evaluation and award of this and all future contracts. Agencies will be provided with product/service performance report forms to complete and submit to the Purchasing Agent to assist in monitoring Contractor’s contract performance.

2.  Damages: 
KCDA members have an ongoing requirement for the materials, equipment and services specified herein. Vendors are urged to give careful consideration to the member requirements, to the manufacturer’s production capabilities and to its performance capabilities when establishing dates for equipment delivery and on-site installation and set-up. Damages will be assessed in the amount of actual damages incurred by the ordering agency as a result of Contractor’s failure to make timely delivery and installation. Further, KCDA members are entitled to recover actual costs associated with Contractor’s failure to perform the contract as specified herein.

L. Installation Site Requirements
Prior to order acceptance, Contractor must advise KCDA member of any and all specialized installation and environmental customer site requirements for the delivery and installation of contract equipment. This information should include, but is not limited to the following:

· Air conditioning;

· Electrical requirements;

· Special grounding;

· Cabling requirements;

· Space requirements;

· Humidity and temperature limits;

· Noise level, and;

· Any other considerations critical to the installation.

M. Availability of Repair Parts
Vendor must guarantee the availability of repair parts for a minimum of five (5) years subsequent to KCDA member’s acceptance of the contract equipment. All branded equipment components, spare parts, and application software, and ancillary equipment purchased and supplied under this contract must conform to manufacturer specifications. The Contractor is responsible for ensuring that these items are operable and installed in accordance with manufacturer’s specifications.

N.Customer Service/Support/Invoices and Maintenance
Telephone Customer Service: Contractors shall provide at no additional charge, over-the-phone customer support regarding products and services available through this Contract. In additional to local telephone numbers Contractor shall provide an 800 toll-free telephone number for customers to call to obtain over-the-phone customer service support.

Customer Help Desk Function: Contractor’s toll-free telephone number shall be staffed during normal business hours (8:00 a.m. to 5:00 p.m. Pacific Time, excluding State holidays) for KCDA members to use for general customer assistance, information and service. Callers must be provided assistance with problem determination, tracking, reporting and follow-up. The scheduling of equipment maintenance and/or repair may be referred onward to another department or designated service technicians, however. To resolve problems/issues not addressed to the caller’s satisfaction, the caller must be provided the name and telephone number (and e-mail if requested) of an individual with higher responsibility/authority who may be contacted for problem resolution.

Single Points of Contact;  RFP’s must identify in the proposal single points of contact for the following activities:

· Contract Administration
· Product Information, Order Placement and Invoicing Questions.

· Service Information, Order Placement and Invoicing Questions.

· Problem Resolution (Primary and Alternate Contacts).

· System Support for software and integration problems.

These single points of contact (or designee in their absence), shall be available at all times during normal working hours throughout the term of the contract.
Contractor’s Internet Website Within sixty (60) days of award notification Contractor must establish and maintain an internet website dedicated to the support of this Contract and designed to meet the needs of contract customers. Information listed on the website must include the following issues/topics:

· Identification of the KCDA Contract by title and number.

· Name and contact information for KCDA’s Purchasing Agent.

· Contractor contact information.

· Contractor’s single points of contact for contract administration, orders for product and service, and problem resolution.

· Contract equipment and product information, including equipment upgrades and retrofits.

· The reference price list (if applicable) and net contract pricing for Contract equipment and service.

· Contractor performance terms and conditions. (May be abstracted from the Current Contract Information document when published.)

· If available, on-line order processing should be included.

Invoices  Must be submitted to contract customer no later than the last business day of the month following the month in which the KCDA member accepted the equipment, products or services. Any credits issued must be clearly listed and identified on the invoice.

 Service and Maintenance Report
Contractor or designated by the Contractor as their full-time authorized representative. Service representatives shall be factory-trained technicians. All warranty or maintenance services to be performed on contract products as well as any associated hardware or software shall be performed by qualified technicians properly trainer and/or authorized by the manufacturer to perform such services.

Maintenance: Maintenance is defined as the service required to maintain contract equipment at performance levels equal to or greater than the performance specified and published by the manufacturer or the specifications specifically stated herein. Maintenance is to include all service components and consumable supplies (excluding paper), including drums, developer, toner and staples.

Repair Parts: In the event that the performance of maintenance services under the contract results in a need to replace defective parts, such items may only be replaced by new parts. In no instance shall the Contractor be permitted to replace defective items with refurbished, remanufactured, or surplus items without prior written authorization of the customer. The Contractor must maintain an adequate supply of spare parts and components.

Preventative/Scheduled Maintenance: Preventative/scheduled maintenance shall be based on the specific needs of individual machines as determined by the manufacturer and shall be performed in accordance with the manufacturer's recommendations. The Contractor shall schedule regular preventative maintenance (PM) service calls 30 working days in advance with the Agency. Scheduled PM calls will not be considered downtime. The PM calls shall include, but not be limited to, routine cleaning, lubrication, necessary adjustments, and replacement of unserviceable parts.

Costs: Maintenance costs shall be expressed and charged for on a “cost per copy” basis for all purchased, rented or leased equipment.

Maintenance Performed During Warranty Period: On all equipment (purchased or leased) obtained through this contract, maintenance service charges (on a “cost-per-copy” basis) shall not apply during the manufacturer’s warranty period. (Manufacturer’s warranty period shall be not less than 90 calendar days.) During the warranty period, customer shall be charged for only consumable supplies (excluding paper). Pricing for these supplies shall be competitive with the market for such products.

Maintenance Caused by Operator Error, Misuse or Abuse: Should the cause of the service call be determined by mutual consent to be an operator error, misuse or abuse by the agency the Contractor may charge for the service call at the rate specified herein for “Additional Installation/Network Labor Rate.”

Maintenance Agreements: Contractor may request that Contract customers sign Maintenance Agreements provided any terms or conditions in the agreement that are in conflict with the terms and conditions of this Contract shall be unenforceable.

Reporting to Customer: When on site, the Contractor’s service technician must report to the customer’s designated coordinator prior to and after each service call. Equipment maintenance or upgrades which may affect equipment performance/service must be coordinated with the customer’s coordinator a minimum of 48 hours in advance. Maintenance or upgrades, which might affect equipment performance/service, will not normally be conducted during office hours.

O. Dealers/Distributors
During the Contract period, the Contractor or Purchasing Agent may remove a dealer or distributor from the list of those designated to service this Contract at any time without further explanation or process. The Contractor may propose dealer/distributor additions for consideration and does agree to provide interim service should any listed resource become unavailable or deemed unsuitable by the Contract Administrator. The decision about the suitability of dealers/distributors, sales representatives and outlets will be solely that of KCDA.

P. Lack of Timely Repair/Service Response
In cases where the Contractor is not able to respond to repair service requests within the specified contract time frame, the contract customer shall have the option of acquiring repair services from another manufacturer certified source and the Contractor shall be responsible for full reimbursement of costs incurred by the customer. Repair services provided by another manufacturer certified source when the Contractor fails to respond in a timely manner would not constitute grounds to void the manufacturer’s warranty.

Q. Warranty 
Contractor shall submit a copy of the manufacturer’s standard warranty with its proposal and with all equipment delivered under this Contract. A full on-site parts and labor warranty shall be for a minimum period of 90 calendar days after receipt and acceptance of equipment by the Ordering Agency. This warranty must cover all common equipment, accessories, hardware, parts, labor, travel, software, and all other necessary ancillary equipment required to maintain the equipment in proper operation.

In the event of any conflict between Contract terms and conditions and any of the terms and conditions included in the manufacturer’s warranty, to afford KCDA membership maximum benefits, the Contract terms and conditions shall prevail.
R. Leases
Operating Leases: 

KCDA members may obtain Contract equipment through an Operating Lease (where no ownership in the equipment transfers to the customer during or at the end of the lease period) at rate(s) established in the Contract. A maintenance service program shall be charged for separately on a cost per copy basis as provided for herein. During the term of the lease agreement the lease may not be cancelled unless the Contractor fails to maintain the equipment in good working order as specified herein or for non-appropriation of funds. Such cancellation shall be permitted without penalty with thirty-day written notification to the Contractor.

The following operating lease plans are to be available to Contract customers. Each plan shall commence on the date of equipment installation or after an agreed upon qualifying trial period (not to exceed 90 days):

· Thirty-six (36) Month Operating Lease.
· Forty-eight (48) Month Operating Lease.
· Sixty (60) Month Operating Lease.

With a minimum 30-day notice prior to the end of the operating lease agreement, Contractor shall remove the equipment and return it to the Contractor’s facility at no additional cost to the customer. Customer may not purchase the machine at the end of the term of the operating lease. Should the customer be asked to sign an operating lease agreement, any conflict between the provisions of the Contractor’s lease agreement and the terms and conditions of this Contract shall be resolved in favor of what is most beneficial to the customer.
Standard Leases:
KCDA members may obtain Contract equipment under the Contractor’s standard lease provisions and rates established for Standard Equipment Leases (where ownership in the equipment transfers to the customer during and/or at the end of the lease period). The purchase price(s) specified in the Contract shall be used when establishing lease rates. For this reason standard leases shall be reported by the Contractor as contract activity and the payment of a service fee shall apply to this transaction. There may be limited opportunity for the customer to cancel the lease during its term depending on the provisions of the Contractor’s standard lease agreement.
S.  Early Termination Charges
KCDA members that wish to terminate a term rental plan may do so with 60 days written notice to the Contractor. Early termination charges may be assessed if an approved rental agreement is canceled prior to the end of the rental term or is otherwise inconsistent with cancellation terms. Payment of a four month rental penalty will apply. Termination charges will not apply to those rental plans canceled due to non-appropriation of funds (whether at agency or local level), where upgrading or downgrading models by the same manufacturer, or in cases where the Purchasing Agent finds non-performance or reduced funding to be the cause of termination. The Purchasing Agent reserves the right to reduce or waive early termination fees. Unresolved site service problems will be a consideration. It is the intent of KCDA that members complete the terms of each rental as was agreed.
T.  Property Taxes
Contractors shall be responsible for the payment of property taxes when customers have obtained Contract equipment under a rental or operating lease authorized by the Contract. Customers who have obtained Contract equipment under the terms of the Contractor’s Standard Lease Agreement will be responsible for payment of property taxes when separately listed on the invoice.
U.  Risk of Loss or Damage
KCDA members shall be relieved from risks of loss or damage to all equipment purchased, rented or leased during shipment prior to equipment installation at the customer’s designated location. KCDA members will be responsible for risks of loss or damage to the equipment it has been delivered / installed and signed for by customer’s representative. Contractors shall clearly demonstrate they have informed customers of this responsibility prior to order placement.

TAB 1. VENDOR TERMS, CONTRACT & SIGNATURE FORM
(COMPLETE AND RETURN WITH RFP OR RFP WILL BE DISQUALIFIED)
PURCHASING/LEASING OF COPIERS/MFD’S/HIGH SPEED LASER PRINTERS, SCANNERS, WIDE FORMAT MACHINES, SOFTWARE AND SERVICE MANAGEMENT SOLUTIONS

The following pages will constitute the contract between the successful respondent(s) and the King County Directors’ Association Purchasing Cooperative (hereinafter referred to as “KCDA”), having its principal place of business at 18639 80th Avenue South, Kent, WA 98032. Respondent shall include in writing any required exceptions or deviations from these terms, conditions and specifications. If agreed to by KCDA, they will be incorporated into the final contract.

This contract consists of the provisions set forth below, including provisions of all attachments referenced herein. In the event of a conflict between the provisions set forth below and those contained in any attachment, the provisions set forth below shall control.

The undersigned offers and agrees, if this RFP be accepted, to furnish any or all of the items upon which prices were quoted, at the prices set opposite each item, F.O.B. DESTINATION, except Alaska, which will be charged shipping, specified in the RFP document, and agrees to make delivery within the delivery dates specified, or as otherwise amended by attachment.

COMPLETE AND SELECT ONLY ONE OF THE FOLLOWING FIVE (5) ACCEPTABLE TERMS:

________%, 15 DAYS
________%, 20 DAYS 
________%, 25 DAYS
________%, 30 DAYS
0%, NET 30 DAYS (PLEASE NOTE: A PERCENTAGE OF “ZERO” SHALL 
BE TERMS OF NET, 30 DAYS ONLY)

1. Customer Support

The vendor shall provide timely and accurate technical advice and sales support to KCDA staff and KCDA participants. The vendor shall respond to such requests within one (1) working day after receipt of the request.

2. Assignment of Contract

No assignment of contract may be made without the prior written approval of KCDA. Purchase orders and payment can only be made to awarded vendor unless otherwise approved by KCDA.

Awarded vendor is required to notify KCDA when any material change in operations is made that may adversely affect KCDA members, (i.e. bankruptcy, change of ownership, merger, etc.)

3. Disclosures

Respondent affirms that he/she has not given, offered to give, nor intends to give at any time hereafter any economic opportunity, future employment, gift, loan, gratuity, special discount, trip, favor, or service to a public servant in connection with this contract.

Include a complete description of any and all relationships that might be considered a conflict of interest in doing business with participants in KCDA.

The respondent affirms that, to the best of his/her knowledge, the offer has been arrived at independently, and is submitted without collusion with anyone to obtain information or gain any favoritism that would in any way limit competition or give an unfair advantage over other vendors in the award of this contract.

4. Renewal of Contract

Unless otherwise stated, all contracts are for an initial period of one (1) year with an option to renew annually for an additional three (3) years, if agreed to by KCDA and the vendor. The possible total number of the years of the contract is four (4). KCDA shall review the contract prior to the renewal date and notify the current awarded vendor(s) each year of the contract renewal. The contract may be extended on a month by month basis , up to 6 months, to allow a new RFP to be written and recommended to the Board for approval. Awarded vendor(s) shall honor the administrative fee for any sales occurred beyond 30 days on any sales made based on a KCDA contract whether awarded a renewal or not. KCDA reserves the right to request updated financial date on awarded companies at the renewal date or any other time as indicated by current market conditions.

5. Funding out Clause

Any/all contracts exceeding one (1) year shall include a standard “funding out” clause. A contract for the acquisition, including lease or purchase of real or personal property is a commitment of the entity’s current revenue only, provided the contract contains either or both of the following provisions:

Retains to the entity the continuing right to terminate the contract at the expiration of each budget period during the term of the contract and is conditioned on a best efforts attempt by the entity to obtain appropriate funds for payment of the contract.

6. Order Processing Procedures

Confirm by stating __yes or ___no to Order Processing Procedures

7. Shipments

The awarded vendor(s) shall ship ordered products within seven (7) working days for goods available and within four (4 to six (6) weeks for specialty items after the receipt of the order unless modified. If a product cannot be shipped within that time, the awarded vendor shall notify the entity placing the order as to why the product has not shipped and shall provide an estimated shipping date. At this point the participating entity may cancel the order, if estimated shipping time in not acceptable.

8. Proposals to KCDA customers

The KCDA entity the vendor is selling product to must be a KCDA member. The membership is posted on the KCDA website under KCDA membership. If the customer is not posted on the KCDA website, the vendor must verify with the Purchasing Agent that the member is valid. If the customer is not valid, the Purchasing Agent will defer to the KCDA Finance Department if the customer can participate in the KCDA contract and contact the Vendor’s customer to give them instructions on the paperwork which needs to be submitted.

The awarded vendor(s) will submit a signed and dated proposal to the KCDA customer in accordance with the pricing awarded under this RFP or if pricing has been negotiated due to the fact there were three or more products being delivered to the entity.

The service fee of 2% is to be included in the price of the equipment/software/service. The service fee is not to be added as a separate line item.

9. Invoices

The manufacturer or the manufacturer’s authorized dealer (s) will invoice the KCDA customer directly. Do not send to KCDA. Invoices to the participating KCDA entity must clearly state “Per the KCDA RFP 11-213 and identify the year of the RFP” (i.e. Year 1, Year 2, Year 3, Year 4). The shipment tracking number or pertinent information for verification shall be made available upon request. The invoice must include the member purchase order number, name of agency, contact person, and give a description and quantity of equipment. All entities must be KCDA members prior to the sale of equipment or services.
10. Tax Exempt Status

Since this is a multi-state contract, knowing the tax laws in each state is the sole responsibility of the vendor.

11. Reporting/Service Fee

The awarded vendor(s) shall electronically provide KCDA with a detailed calendar quarterly report showing the dollar volume of all sales under the contract for the previous quarter. Reports shall be sent to KCDA offices at copier reporting@kcda.org Reports are due on the 15th day of each month following the end of each calendar quarter. The reports must include the member purchase order number, name of the KCDA member, contact person, phone number and give a description, quantity of equipment and equipment price.

A service fee of 2% is to be included in the vendor(s) RFP pricing to KCDA so the service fee is transparent to KCDA customers. The service fee is not an addition to the prices submitted by the vendor(s).

The service fee must be paid up front for leased equipment. For example, if the entity enters into a lease agreement for five (5) years, the 2% service fee must be submitted for all five (5) years.

Delinquency of fee payment may be considered cause for curative action and could lead to Vendor’s termination from this Contract.

Submission of administrative fee checks must be to KCDA, Attn: Finance Department, PO Box 5550, Kent, WA 98064-5550.

12. Payments

The KCDA entity using the contract will make payments directly to the awarded vendor(s).

13. Pricing

The awarded vendor(s) agree to provide pricing to KCDA and its participating entities that are the lowest pricing available and the pricing shall remain firm throughout the duration of the contract. The awarded vendor agrees to promptly lower the cost of any product purchased through KCDA following a reduction in the manufacturer cost. It is the awarded vendor’s responsibility to keep all pricing current and on file with KCDA. KCDA will post this pricing to the KCDA website for customers to access. KCDA will compare the vendor’s pricing proposal to the customer before processing the customer purchase order. If it should vary, KCDA will not process the order until pricing is verified. All price changes shall be presented to KCDA Purchasing for acceptance, using the same format as was accepted in the original contract.

All deliveries shall be freight prepaid, F.O.B. destination and shall be included in all pricing offered. There is an exception, which are Alaska customers. Freight may be added to Alaskan orders.

14. Warranty conditions

All supplies, equipment and services shall include manufacturer’s minimum standard warranty and one (1) year labor warranty unless otherwise agreed to in writing.

15. Indemnity

The awarded vendor(s) shall protect, indemnify, and hold harmless KCDA and its participants, administrators, employees and agents against all claims, damages, losses and expenses arising out of or resulting from the actions of the vendor employees or vendor sub-contractors in the preparation of the solicitation and the later execution of the contract. Any litigation involving KCDA, its administrators and employees and agents will be in King County, WA. Any litigation involving KCDA members shall be in the jurisdiction of the participating agency.

16. Franchise Tax

The respondent hereby certifies that he/she is not currently delinquent in the payment of any franchise taxes.
17. Marketing

Awarded vendor(s) agrees to allow KCDA to use their name and logo within their website, marketing materials and advertisement. Any use of the KCDA name and logo by awarded vendor(s) must be approved.

18. Supplemental Agreements

The entity participating in the KCDA contract and awarded vendor(s) may enter into a separate supplemental agreement to further define the level of service requirements over and above the minimum defined in this contract (i.e. invoice requirements, ordering requirements, specialized delivery, etc). Any supplemental agreement developed as a result of this contract is exclusively between the participating entity and awarded vendor(s). KCDA, its agents, members, administrators and employees shall not be made party to any claim for breach of such agreement.

19. Certificates of Insurance

Certificates of Insurance shall be delivered to the KCDA participant prior to commencement of work. The insurance company shall be licensed in the applicable state in which work is being conducted. The awarded vendor(s) shall give the participating entity a minimum of ten (10) days notice prior to any modifications or cancellation of policies. The awarded vendor shall require all sub-contractors performing any work to maintain coverage as specified.

20. Miscellaneous

Either party may cancel this contract in whole or in part by providing written notice. The cancellation will take effect 90 days after the other party receives the notice of cancellation. After the 90th business day all work will cease following completion of final purchase order.

KCDA reserves the right to request additional items not already on contract at any time.

TAB 1 SIGNATURE FORM

(COMPLETE AND RETURN WITH RFP OR IT WILL BE DISQUALIFIED)
 The undersigned hereby proposes and agrees to furnish goods, services and or software in strict compliance with the terms, specifications and conditions at the prices submitted with response unless noted in writing. The undersigned further certifies that he/she is an officer of the company and has authority to negotiate and bind the company named below. Prices are guaranteed 180 days:

FIRM NAME:
_____________________________________________

ADDRESS:
_____________________________________________

CITY, STATE, ZIP CODE:
_____________________________________________

AUTHORIZED SIGNATURE:
_____________________________________________

NAME: (typed or printed in ink)
_____________________________________________

TITLE:
_____________________________________________

TELEPHONE NO:
_____________________________________________

FAX NO:
_____________________________________________

E-MAIL ADDRESS:
_____________________________________________

Accepted by the King County Directors’ Association (KCDA) Purchasing Cooperative:

Initial term of contract: June 16, 2011 to June 21, 2011

This contract is for a period of one (1) year with an option to renew annually for an additional three (3) years, if agreed to by KCDA and the awarded manufacturer(s). Awarded manufacturer(s) shall honor all administrative fees for any sales made based on a KCDA contract whether renewed or not.

_______________________________________
__________________________

Executive Director of KCDA
Date

________________________________________

Print Name

________________________________________
___________________________

Authorized Signature
Date

TAB 2 – QUESTIONNAIRE

(COMPLETE AND RETURN WITH RFP OR IT WILL BE DISQUALIFIED)
Please provide responses to the following questions that address your company’s operations, organization, structure and processes for providing products and services.

• States Covered

RFP’s must indicate any and all states where products and services can be offered.

Please indicate the price co-efficient for each state if it varies.

_____ All States (Selecting this box is equal to checking all states below)

_____ Alabama
_____ Montana
_____ Alaska
_____ Nebraska
_____ Arizona
_____ Nevada
_____ Arkansas
_____ New Hampshire
_____ California
_____ New Jersey
_____ Colorado
_____ New Mexico
_____ Connecticut
_____ New York
_____ Delaware
_____ North Carolina
_____ Florida
_____ North Dakota
_____ Georgia
_____ Ohio
_____ Hawaii
_____ Oklahoma
_____ Idaho
_____ Oregon
_____ Illinois
_____ Pennsylvania
_____ Indiana
_____ Rhode Island
_____ Iowa
_____ South Carolina
_____ Kansas
_____ South Dakota

_____ Kentucky
_____ Tennessee
_____ Louisiana
_____ Texas
_____ Maine
_____ Utah
_____ Maryland
_____ Vermont
_____ Massachusetts
_____ Virginia
_____ Michigan
_____ Washington
_____ Minnesota
_____ West Virginia
_____ Mississippi
_____ Wisconsin
_____ Missouri
_____ Wyoming
· Minority and Women Business Enterprise (MWBE)/HUB Participation

It is the policy of some entities participating in KCDA to involve minority and women business enterprises and historically utilized businesses (HUB) in the purchase of goods and services. Respondents shall indicate below whether or not they are an HUB or MWBE certified.

a. Minority/Women Business Enterprise

Respondent certifies that this firm is an M/WBE Yes ____ No_____

b. Historically Underutilized Businesses

Respondent certifies that this firm is a HUB Yes ____ No_____

Residency

Responding company’s principal place of business is in the city of___________State of ____________________.

· Felony Conviction Notice

Please check applicable statement:

___A publicly held corporation; therefore, this reporting requirement is not applicable.

___Is not owned or operated by anyone who has been convicted of a felony.

___Is owned or operated by the following individual(s) who has/have been convicted of a felony.

· If the 3rd statement is checked, a detailed explanation of the names and convictions must be attached.

· Processing Information
Company contacts for:

Billing: The manufacturer may list the manufacturer or provide a sheet for each selected authorized distributor (s) which provide this service for the states of Washington, Oregon, Idaho, Alaska and Montana.)

Contact Person: ________________________________________________________

Title __________________________________________________________________

Company ______________________________________________________________

Address: ______________________________________________________________

City: _______________________State: ________________Zip____________________

Phone __________________________Fax: ___________________________________

Email __________________________________________________________________

Purchase Orders: The manufacturer may list the manufacturer or provide a sheet for each selected authorized distributor (s) which provide these products and services for all counties/boroughs in the states of Washington, Oregon, Idaho, Alaska and Montana.

Contact Person: _______________________________________________________________

Title: ________________________________________________________________________

Company: ____________________________________________________________________

Address: _____________________________________________________________________

City: ___________________________ State: _____________ Zip: _______________________

Phone: ______________________________ Fax: _____________________________________

Email: ________________________________________________________________________

Sales and Marketing:
Contact Person: __________________________________________

Title: ___________________________________________________

Company: _______________________________________________

Address: ________________________________________________

City: ___________________ State: _____________ Zip: _________

Phone: Fax: ______________________________________________

Email: __________________________________________________
Distribution Channel: Which best describes your company’s position in the distribution channel:

· Manufacturer direct ______

· Authorized sales and service dealer/distributor designated by the manufacturer ______

Pricing Information

1. In addition to the current typical unit pricing furnished herein, the Vendor agrees to offer all future product introductions at prices that are proportionate to Contract Pricing. 
Yes____ No____

If answer is no, attach a statement detailing how pricing for KCDA participants would be calculated.

2. Pricing submitted includes the required KCDA administrative fee. 
Yes ___
 No____

 Vendor agrees to remit to KCDA the required administrative fee. 
Yes ____ 
 No____
 Cooperatives

List any other cooperative or state contracts currently held or in the process of securing:

	Cooperative/State Agency
	Discount offered
	Expiration date
	Annual Sales Volume

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


TAB 3 – COMPANY PROFILE
(COMPLETE AND RETURN WITH RFP OR IT WILL BE DISQUALIFIED)
Information About Your Company

Please provide the following:

1. Company’s official registered name.

2. Brief history of your company, including the year it was established.

3. Company’s Dun & Bradstreet (D&B) number.

4. Company’s organizational chart of those individuals that would be involved in the contract.

5. Corporate office location.

a. List the number of sales and service offices for states being RFP in solicitation.

b. List the names of key contacts at each with title, address, phone and e-mail address.

6. Define your standard terms of payment.

7. Who is your competition in the marketplace?

8. What is your market share?

9. Are you gaining market share, losing market share, or maintaining market share?

10. What is your strategy to increase market share?

11. What differentiates your company from competitors?

12. Describe how your company will market this contract if awarded.

13. Describe how you intend on introducing KCDA to your company and our customers.

14. Describe your firm’s capabilities and functionality of your on-line catalog/ordering website. It is imperative that KCDA has a direct link to your website showing pricing, ordering process, invoicing process and who the authorized sales and service distributors are, if that is the method the manufacturer has chosen to distribute through.

15. Describe your company’s Customer Service Department (hours of operation, number of  service centers, etc.)

Green Initiatives

Provide a company environmental policy and provide specifics about what products are green and why (i.e. toner, remanufactured parts, etc.)

TAB 4 – PRICING EXAMPLE SPECIFICATIONS
(COMPLETE AND RETURN WITH RFP OR IT WILL BE DISQUALIFIED)
A. Special Terms and Conditions

1. Product and Service Offerings

KCDA intends to offer its participating members a wide range of Document Management Technologies and Services. KCDA is seeking suppliers that can support the entire life cycle of a document with technology, operational support and consulting support. This contract is for document services agreements, equipment both multi-function and single function devices along with support services. All equipment supplied shall be by national and international manufacturers and re-labeler manufacturers, sold as new equipment (realizing that manufacturers recycle many components). This contract is not for used or remanufactured machines, except those remanufactured by the OEM (original equipment manufacturer). All equipment sold must have new serial numbers. This contract will be for purchase, lease, and/or lease purchase. However, equipment under lease may be purchased at the end of the lease or if the price is listed in this proposal, if both parties agree.

2. Leases

Equipment may be leased in increments of 24, 36, 48, 60 months. Leases will allow for fiscal funding clauses annually. The equipment may be purchased during and at the end of the lease at the KCDA participating entities description. If the vendor wishes to offer this, they will include the depreciation schedule with their proposal to KCDA.

3. Information Technology Consulting Services

The ability to analyze and document the current work flow, technologies and processes surrounding document management within an organization or enterprise and make recommendations on how changes could improve productivity and reduce cost.
4. Inter/Intranet Services

Provide innovative solutions using web-based technologies that will improve process and make documents more accessible and effective. This may include products, software and service solution management services.

5. Network Services

The design, installation, maintenance and administration of local and wide area networks.

6. Office and Work Group Products and Services

Provide a wide range of products and services intended to support the office or workgroup environment in the creation, management, production, and distribution of documents. This may include hardware, software and services for such things as personal workstations, printers, faxes and copiers.

7. Centralized Production Products and Services

Provide a wide range of products and services intended to support an organization's data center print shop, quick copy, production mail and fulfillment centers. This may include products and services such as wide format copiers and high-speed laser printers.

8. Document Storage and Retrieval Products and Services

Provide a wide range of products and services intended to support the needs of an organization to store, manage and retrieve critical documents. This may include products and services such as scanners, imaging systems, bar coding technology, and software designed for this purpose.
9. Certificates of Insurance

Provide each member the statutory required Workers Compensation Insurance or equivalent certificates of Insurance, name and address of vendor, the limits of liability, the effective dates of each policy and policy number shall be delivered to the KCDA participant prior to commencement of work. The insurance company shall be licensed in the particular State the work is being performed and shall be acceptable to the KCDA participant. The Vendor shall give the KCDA participant a minimum of ten (10) days notice prior to any modifications or cancellation of policies. The Vendor shall require all subcontractors performing any work to maintain coverage as specified by the State in which the work is being performed.
10. Maintenance of equipment is required.

11. Any maintenance contract is between the buyer (KCDA member) and the contractor and must be signed by the ordering agency and the contractor.  No maintenance will be automatic.

12. Maintenance contracts shall include all parts, labor, travel, service and preventative maintenance.  Supplies/consumables may be offered.

13. If a vendor is offering equipment that has software or upgradeable ROM chips as a part of the unit, vendor will certify that the most current OEM software of ROM microchips are installed with the unit at time of delivery.  OEM upgrades released during the first year of operation are to be installed within 45-days of release at no cost to the buyer; upgrades of software and ROM’s after the first year must be available as part of any maintenance agreement within 45 days of release and installed at no additional cost to the buyer.

14. Any and all contracts for maintenance shall be at the discretion of the ordering agency.

15. PM’s shall include all cleaning, lubrication, adjustments, and parts replacements as recommended by the manufacturer, and using the manufacturer’s timetable for preventative maintenance.  Using agency may purchase supplies used in PM’s from the contractor, but are not required to do so.

16. Low volume copiers with a three-year warranty are preferred.
17. No prepayments will be allowed

18. All copiers sold will have necessary start-up supplies, except for paper.

19. Demonstration units may be sold only under the following conditions: 1) the price is reduced based on the number of copies run of the equipment; and 2) the unit carries the same full warranty as a unit that has not been used for demonstration.

20. The latest editions of Buyers Laboratories Incorporated, Copier Specification Guides and supplements will be used to determine the operational specifications of all models of copiers.  The BLI’s productivity charts, rather than manufacturer’s advertised performance, will be used to determine productivity and efficiency data to compare machines proposed.

B. Definitions to be used for Pricing Example Specifications 
Analog Copier: A copy method that uses lens and mirrors to electronically duplicate an original. Each copy requires a separate scan.

Anamorphic Zoom: Only available on digital copiers; permits enlarge/reduce by differing amounts on the horizontal/vertical axis.

Back-Up: A guarantee that if the copier is down more than one day, the vendor will provide a reasonable substitute loaner at no cost.
Controller: A device that upgrades a digital copier into a multifunctional device with a printer function.

Dedicated Outlet: A copier that requires 15 or more amps usually needs a circuit specifically dedicated to the equipment permitting no other electrical appliance on the same line.

Digital Copier: A copy method that scans a document, stores the image digitally, and makes copies. Documents can be stored for on-demand printing.

Duplex: Copying on both sides of a page.

Energy Star: An energy efficiency approval from the US Environmental Protection Agency.

Factory-Produced New Model: Equipment that has been converted to a new model status by adding functions not available on the older equipment. The new model contains new, recycled and/or remanufactured parts that fully meet new specifications.

First Copy: The number of seconds it takes to make the first copy after the unit is warmed up and the print button is pressed.

High-Volume Copier: A copier that reliably duplicates 50 copies per minute and up and suitable for over 30,000/40,000 copies per month.

Low-Volume Copier: A copier that reliably duplicates below 20 copies per minute and a maximum of 8,000 to 10,000 copies per month.

Manufacturer: A vendor that markets new or newly remanufactured units as an OEM; companies that contract with an OEM to manufacture a unit under their nameplate will be considered a re-labeler manufacturer.  The word “manufacturer” is used interchangeably in the RFP to mean contractor, respondent, vendor.  It does not mean dealer or distributor. The manufacturer must designate pricing and designate that the dealer/distributor is the appropriate agency to service, install and invoice the KCDA customer. 
Mid-Volume Copier: A copier that reliably duplicates 20-49 copies per minute and a maximum of 30,000 to 40,000 copies per month.

Multifunctional Devices or Products: A digital copier that also may serve as a fax machine, printer,and perhaps as a scanner as one piece of equipment, usually serving in a network environment.

Multiple Copies: The maximum number of copies per minute the unit is capable of when printing of an single side of an original letter-size document.

Newly Manufactured Equipment: Equipment that has been assembled for the first time which may contain no more than 20% used/recycled components or as defined by BLI.

OEM: Original Equipment Manufacturer. The actual company that makes a machine no matter what brand name it is sold under.

Plain Paper Fax: A fax machine that can serve as a copier that uses ink jets, thermal transfer, LEDs, lasers to print on plain paper.

Re-Labeler Manufacturer: Companies that have other manufacturers put their label on a copier. OEMs will be considered the actual company that makes the equipment. (For example, Pitney Bowes is not an OEM, but a re-labeler manufacturer of copiers built by Minolta and Panasonic).
Remanufactured Equipment: Equipment that has been disassembled and then reassembled at the OEM manufacturing facility, using new and/or recycled parts to bring the machine to an equal status with a new machine including warranty.

Remote diagnostics: the ability to extract a machine’s condition over a phone line hooked to the copier.

Service Coverage: How quickly a vendor will respond to service a copier. This must be stated in business hours.

Single Function Device: Any device that allows for printing but may not perform other functions that a multi-function device would perform.

Software-Controlled Units: Equipment that has software or up-gradable ROM chips as a part of the unit.

Start-Up Supplies: Necessary supplies to start up the copy machine (toner, developer, etc.) that come with the machine for initial operation at the time of installation.

Total Satisfaction Guarantee: A guarantee that the buyer may have a copier replaced permanently if not satisfied during the term of the agreement. The buyer makes the decision, not the manufacturer or dealer.

Used Copiers: A secondhand copier that has been refurbished for resale. This contract will not permit the sale of used copiers.

Warm up: The time it takes a unit to reach operating temperature from a cold start in minutes and seconds.

TAB 4 –PRICING EXAMPLE SPECIFICATIONS
Typical Unit #1. Low-Volume Copier (below 20 copies/minute and a max. of 8,000-10,000 copies/month)

Specifications

In the space provided, insert specification, if applicable. Otherwise, state YES or NO.

Please duplicate form for not more than three units to best meet the typical needs of participating agencies.

	SPECIFICATIONS: TYPICAL UNIT #1. LOW-VOLUME

	Model name and number
	

	Copy speed (8.5" x 11" pgs. per min.)
	

	Digital copying
	

	Full-color copying
	

	Multifunctional
	

	Scan once/print many
	

	Warm-up time
	

	First-copy time
	

	Maximum original size
	

	Maximum copy size
	

	Reduction/enlargement
	

	Pre-selection
	

	Standard paper supply
	

	Optional paper trays
	

	Stationary platen
	

	Bypass
	

	Auto duplex
	

	Document feeders
	

	Sorters
	

	2-page/book copying
	

	Image/margin shift
	

	Border/edge erase
	

	Photo mode
	

	Image combination
	

	Supplies: page yields/prices
	

	Cartridge-based
	

	Vendor's recommended monthly

copy volume
	

	Energy Star-compliant
	

	Manufacturer
	

	Channel
	

	Also sold as

· Fax function

· PC scan function

· Multifunctional

· PC print function
	

	Year Introduced
	


Price Sheet. Unit #1

Please complete one page for each model proposed in the Specifications. Unit #1 table.

Duplicate as necessary for additional items offered.

Is Unit on Federal GSA contract? _____Yes ____ No _____Don't Know

If yes, your KCDA price is ____% , ____Lower, ____ Higher ____ Same

Price unit and all accessories on this chart. Fill this out for each pricing scenario: Lease with the months, monthly lease rental and Purchase price.

	Model Number
	Description
	GSA Price, if available
	KCDA Price
	Base Unit

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Accessory Options:

Typical Unit #2 – Specifications for Medium-Volume Copier (20-49 copies/month with 
max. of 30,000-40,000 copies / month)

Specifications: In the space provided, insert specification, if applicable. Otherwise, state YES or NO.

Please duplicate form for not more than three units to best meet the typical needs of participating agencies.

	SPECIFICATIONS: TYPICAL UNIT #2. MEDIUM-VOLUME

	Model name and number
	

	Year introduced
	

	Length of factory warranty
	

	Engine speed (pages per minute)
	

	First-copy time
	

	Analog/digital
	

	Copy resolution
	

	Scan once/print many
	

	Other functions
	

	Maximum sizes
	

	Reduction/enlargement
	

	Touch-sensitive LCD
	

	Standard paper supply
	

	Optional paper supply
	

	Bypass
	

	Auto duplex
	

	Document feeders
	

	Sorters
	

	Catch trays/finishers (ones that

remain with options attached)
	

	Other Features
	

	Copy auditing
	

	Max. recommended monthly volume
	

	Manufacturer
	

	Also sold as
	

	Vendor's recommended monthly
	

	Volume
	


Price Sheet: Unit #2

Please complete one page for each model proposed in the Specifications. Unit #2 table.

Duplicate as necessary for additional items offered.

Is Unit on Federal GSA contract? Yes ___ No____ Don't Know____

If yes, your KCDA price is ____ %, ____ Lower, ____ Higher ____ Same

Price unit and all accessories. 

Fill this out for each pricing scenario: Lease with the months, Monthly lease rental and Purchase price.

	Model Number
	Description
	GSA Price, if available
	KCDA Price
	Base Unit

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Accessory Options:

Typical Unit #3. High-Volume Copier (50 copies/month and up and suitable for over

30,000-40,000 copies / month)

Specifications

In the space provided, insert specification, if applicable. Otherwise, state YES or NO.

Please duplicate form for not more than three units to best meet the typical needs of participating agencies.

	SPECIFICATIONS: TYPICAL UNIT #3. HIGH-VOLUME

	Model name and number
	

	Year introduced
	

	Length of factory warranty
	

	Engine speed (pages per minute)
	

	Technology
	

	Functions offered
	

	Scan once/print many
	

	Copy resolution
	

	First copy time
	

	Maximum original size
	

	Maximum copy size
	

	Reduction/enlargement
	

	Anamorphic (x/y) zoom
	

	Touch-screen display
	

	Standard paper supply
	

	Optional paper supply
	

	Bypass
	

	110lb index thru paper drawers
	

	Tabs thru paper drawers
	

	Copy onto tabs
	

	Auto duplex
	

	Document feeders
	

	Computer forms feeder
	

	Sorters
	

	Catch trays/finishers (RDH & digital

models)
	

	Auto-staple legal (top-left)
	

	Other features
	

	Copy auditing
	

	Vendor's rec. max. monthly volume
	

	Manufacturer
	

	Also sold as
	


Price Sheet: Unit #3
Please complete one page for each model proposed in the Specifications. Unit #2 table.

Duplicate as necessary for additional items offered.

Is Unit on Federal GSA contract? Yes ___ No____ Don't Know____

If yes, your KCDA price is ____ %, ____ Lower, ____ Higher ____ Same

Price unit and all accessories. 

Fill this out for each pricing scenario: Lease with the months, Monthly lease rental and Purchase price.

	Model Number
	Description
	GSA Price, if available
	KCDA Price
	Base Unit

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Accessory Options:

Typical Unit #4. Color Copier Specifications

In the space provided, insert specification, if applicable. Otherwise, state YES or NO. Please duplicate form for not more than three units to best meet the typical needs of participating agencies.

	SPECIFICATIONS: TYPICAL UNIT #4. COLOR

	COPIER
	

	Model name and number
	

	Year introduced
	

	Length of factory warranty
	

	Imaging technology
	

	Speed
	

	First-copy time (color)
	

	Scan once/print many
	

	Copy scan resolution
	

	Copy output resolution
	

	Maximum paper size
	

	11" x 17" full bleed
	

	Reduction/enlargement
	

	Standard paper supply
	

	Optional paper supply
	

	Bypass
	

	Recommended paper weight
	

	Automatic duplex
	

	Document feeders
	

	Sorters
	

	Offset catch trays/finishers
	

	LCD editing
	

	Film projector
	

	Connectivity
	

	Supplies yields (pages/list prices)
	

	Manufacturer
	

	Vendor's rec. max. monthly volume
	

	Also sold as
	


Price Sheet: Unit #4
Please complete one page for each model proposed in the Specifications. Unit #2 table.

Duplicate as necessary for additional items offered.

Is Unit on Federal GSA contract? Yes ___ No____ Don't Know____

If yes, your KCDA price is ____ %, ____ Lower, ____ Higher ____ Same

Price unit and all accessories. 

Fill this out for each pricing scenario: Lease with the months, Monthly lease rental and Purchase price.

	Model Number
	Description
	GSA Price, if available
	KCDA Price
	Base Unit

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Accessory Options:

Typical Unit #5. Laser Fax Specifications

A fax machine that can print onto regular paper using laser technology (including LED technology, considered to be laser-class).

In the space provided, insert specification, if applicable. Otherwise, state YES or NO. Please duplicate form for not more than three units to best meet the typical needs of participating agencies.

	SPECIFICATIONS: TYPICAL UNIT #5. LASER FAX

	Model name and number
	

	Year introduced
	

	Fax
	

	PC fax modem
	

	Internet fax
	

	Printing
	

	PC scanning
	

	Functions
	

	Platen copier
	

	Length of factory warranty
	

	Imaging technology
	

	Print engine speed
	

	1st-line modem
	

	2nd-line modem
	

	Industry std. coding methods
	

	Superfine
	

	Ultra-fine
	

	Grayscales
	

	Built-in phone handset
	

	Fax/Tel switch
	

	Department codes
	

	TX confirm with 1st page image
	

	Standard fax memory
	

	Maximum fax memory
	

	Batch transmission
	

	Broadcasting
	

	Relay broadcast hub
	

	Confidential receive
	

	ITU sub-addressing
	

	Dual-access
	

	Reception collation
	

	Fax Features
	

	Face-down output
	

	Standard paper supply
	

	Optional paper supply
	

	Maximum US paper size
	

	Document feeder capacity
	

	Fast scan (sub-10 seconds)
	

	Paper
	

	Handling Max. document/scan widths
	

	Standard interfaces
	

	Optional interfaces
	

	Native PC print resolution
	

	PC scan resolution
	

	Supplies
	

	Engine manufacturer
	


Price Sheet: Unit #5
Please complete one page for each model proposed in the Specifications. Unit #2 table.

Duplicate as necessary for additional items offered.

Is Unit on Federal GSA contract? Yes ___ No____ Don't Know____

If yes, your KCDA price is ____ %, ____ Lower, ____ Higher ____ Same

Price unit and all accessories. 

Fill this out for each pricing scenario: Lease with the months, Monthly lease rental and Purchase price.

	Model Number
	Description
	GSA Price, if available
	KCDA Price
	Base Unit

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Accessory Options:

Typical Unit #6. Mid-to-High Volume Multifunctional Unit Specifications

A machine that can handle at least two (and sometimes all) of the following functions: copying, printing, fax, and scanning.

In the space provided, insert specification, if applicable. Otherwise, state YES or NO. Please duplicate form for not more than three units to best meet the typical needs of participating agencies.

	SPECIFICATIONS: TYPICAL UNIT #6. MULTIFUNCTIONAL UNIT

	Model name and number
	

	Cost of adding print function
	

	Approx. complete system price
	

	Engine speed
	

	Copying
	

	Printing
	

	Fax
	

	Scanning
	

	Copy resolution
	

	Print resolution
	

	Highlight color
	

	Scan once/print many
	

	Scan-while-print
	

	RIP-while-print
	

	Touch-screen display
	

	Zoom
	

	Fax specs
	

	Standard paper supply
	

	Optional paper supply
	

	Bypass
	

	Maximum paper size
	

	OK for 100lb index
	

	Duplex
	

	Document feeder
	

	Output/trays devices
	

	Manufacturer
	

	Manufacturer's rec. max. monthly volume
	

	Also sold as
	


Price Sheet: Unit #6
Please complete one page for each model proposed in the Specifications. Unit #2 table.

Duplicate as necessary for additional items offered.

Is Unit on Federal GSA contract? Yes ___ No____ Don't Know____

If yes, your KCDA price is ____ %, ____ Lower, ____ Higher ____ Same

Price unit and all accessories. 

Fill this out for each pricing scenario: Lease with the months, Monthly lease rental and Purchase price.

	Model Number
	Description
	GSA Price, if available
	KCDA Price
	Base Unit

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Accessory Options:

TAB 5 – COMPLETE LINE OF MANUFACTURER’S PRODUCTS & SERVICES LISTED BY PRODUCT CATEGORY IN EXCEL FORM INCLUDING ACCESSORY ITEMS TO INCLUDE MAINTENANCE & SUPPLIES, SUPPLIES, PARTS, HARD DRIVE SECURITY AND MANAGEMENT SOLUTIONS
Electronic Price Lists

1. Respondents must submit products, services, warranties, etc. in price list.

2. Prices listed will be used to establish the extent of a manufacturer’s product lines, services, warranties, etc. that are available from a particular RFP and the pricing per item.

 3. Electronic price lists must contain the following:

 • Manufacturer part #

 • Vendor part # (if different from manufacturer part #)

 • Description

 • Manufacturers Suggested List Price and Net Price

 • Net price to KCDA (including freight, except for Alaska)

4. Media submitted for price list must include the respondents’ company name, name of the solicitation, and date on CD, DVD or Flash/Jump drives.
Not to Exceed Pricing

1. KCDA requests pricing be submitted as not to exceed for any participating entity.

2. Unlike fixed pricing the awarded vendor can adjust submitted pricing lower if needed, but cannot exceed original pricing submitted for solicitation. Volume or spot market conditions may allow for one time discounts for participating entities.

3. Vendor must allow for lower pricing to be available for similar product and service purchase under the same market conditions for all KCDA customers.

Negotiability of Contract

If a KCDA customer purchases/leases three (3) machines or more at one time, the contract pricing is negotiable.

Pricing

It is the intent of KCDA to always provide the best price and value to its participants. The Vendor must be able to provide a pricing methodology for its products and services that will insure that KCDA is always getting the best and most competitive price available

TAB 6:  CUSTOMER REFERENCE FORM
(REFERENCES MUST BE COMPLETED AND SUBMITTED WITH RFP 

OR THE RFP WILL BE DISQUALIFIED)
Respondent has provided Customer Reference Forms to the following customers for completion and submission to the RFP Coordinator. Please provide sufficient references to cover the individual reference requests within the RFP. A reference can be used for more than one purpose, but a minimum of (5) educational references, (5) governmental agency references and (1) banking reference is required. References must be on equipment maintained by vendor for at least 2 years within the past 3 years.
Dear Customer Reference:

We (Vendor’s name: _____________________________________) are currently responding to KCDA’s Request For Proposals (RFP) #11-213 to provide multi-functional office equipment (copier-based and facsimile –based multifunctional products) and services to KCDA’s members. KCDA is placing an increased emphasis on Vendor’s past performance as an evaluation factor in their solicitations. We are asking your firm/organization to complete the following form and to submit it directly to the Purchasing Agent so it may be used in the evaluation process. Additionally, should you be contacted by the Purchasing Agent or anyone on the evaluation team, you may speak candidly to them about your response and our past performance.

Your cooperation is appreciated. Should you have any questions about this request, please contact me (printed name)_____________________________ at: (_____) _____________or e-mail address __________________________

Your business/organization’s name: __________________________________________________________

Name and title of individual completing this form: _______________________________________________

Telephone Number: (____) __________________________E-mail: _________________________________
Value of equipment and services provided by the Vendor has exceeded $100,000 annually for at least one of the past 3 years?
Yes
No

Type of Organization?
Public School District

Other Government Entity

PLEASE RATE THE FOLLOWING ITEMS (Check one):

	
	Exceptional
	Above Average
	Average
	Below Average
	Un-satisfactory

	1.Ability to communicate effectively:
	
	
	
	
	

	Comments:

	2.Ability to meet deadlines:
	
	
	
	
	

	Comments:
	
	
	
	
	

	3. Ability to resolve problems:
	
	
	
	
	

	Comments:

	4: Competency of staff:
	
	
	
	
	

	Comments:

	5. Overall reliability:
	
	
	
	
	

	Comments:

	6. Ability to work with customer to resolve issues:
	
	
	
	
	

	Comments:

	7. Invoicing competency:
	
	
	
	
	

	Comments:

	8. Responsiveness to resolving invoicing issues:
	
	
	
	
	

	Comments:

	9. Overall responsiveness:
	
	
	
	
	

	Comments:

	10. Overall customer service:
	
	
	
	
	

	Comments:


Any other information that you would like to share about this Vendor:

_________________________________________________________________________________________________

Signature of Reference: _________________________________________/Date ________________________________

Please return this form (by mail) by 10:00 AM, June 14, 2011 to:

Charlene Turner, Purchasing Manager

Fax: (253) 395-5402
King County Directors Association

PO Box 5550

Kent, WA 98064-5550
TAB 7 – VENDOR CERTIFICATIONS
Provide a copy of all current licenses, registrations and certifications issued by federal, state and local agencies, and any other licenses, registrations or certifications from any other governmental entity with jurisdiction, allowing respondent to perform the covered services including, but not limited to licenses, registrations or certifications. Certifications can include applicable MWBE, and manufacturer certifications for sales and service. If the manufacturer designates authorized sales and service distributors, it must be provided on manufacturer letterhead.

Additional Services

RFP’s will supply information, including pricing, for additional services offered. This may include technical services, managed print services, managed copier services or any other service related to this proposal. If your firm does document managed services please include and how your firm performs this service and the rates it charges. Any other type of services or products that are related but not listed in this RFP should be included in this section.

TAB 8 – TRAINING & RE-TRAINING (PROVIDE DESCRIPTION OF HOW THIS WILL BE ACCOMPLISHED

TAB 9:  DESCRIPTIVE LITERATURE (Brochures, flyers, etc of full line of equipment/services, Buyers Laboratory Inc Multifunctional Specifications Guide, Fact Sheet pages describing the Model Machines listed in the RFP, if available from their last publication)
TAB 10:  VALUE ADD & ANY OTHER INFORMATION RESPONDENT WANTS TO SUBMIT
TAB 11:  REQUIRED ATTACHMENTS TO BE SUBMITTED WITH RFP

OR RFP MAY BE INVALID
Attachment A:
Authorized Contractor Representatives and Single Points of Contact
(Must complete and submit with RFP or it will be invalid)
Company/Manufacturer _____________________________________

	Primary Contact for Contract Administration

	Name:
	

	Job Title:
	

	Telephone:
	

	Fax:
	

	Email:
	

	Alternate Contact for Contract Administration

	Name:
	

	Job Title:
	

	Telephone:
	

	Fax:
	

	Email:
	

	Product Information, Order Placement and Invoicing Questions

	Name:
	

	Job Title:
	

	Telephone:
	

	Fax:
	

	Email:
	

	Service Information, Order Placement and Invoicing Questions

	Name:
	

	Job Title:
	

	Telephone:
	

	Fax:
	

	Email:
	

	Primary Contact for Problem Resolution

	Name:
	

	Job Title:
	

	Telephone:
	

	Fax:
	

	Email:
	

	Alternate Contact for Problem Resolution

	Name:
	

	Job Title:
	

	Telephone:
	

	Fax:
	

	Email:
	

	Primary Contact for System Support Software, Integration/Alternate Contact for System Support Software Integration

	Name:
	

	Job Title:
	

	Telephone:
	

	Fax:
	

	Email:
	


Attachment B:  STATEWIDE SUPPORT - DEALER/DISTRIBUTOR NETWORK FOR THE STATE OF WASHINGTON

(THIS PAGE MUST BE COMPLETED AND SUBMITTED WITH RFP OR 

THE RFP WILL BE DISQUALIFIED)
This page may be posted on the KCDA website after award 
Vendor’s proposed network of dealers/distributors to be involved in contract performance and servicing contract customers to include the following:

(RFP’s should copy the above format as necessary to list all participating dealers/distributors.)

* Identify the number and name of manufacturer trained/certified service technicians dispatched and supported out of this location for contract equipment. (If service technicians are not dispatched and supported out of the dealer/distributor’s facility, explain on attached letter how they are dispatched and supported with needed supplies and replacement parts.)

** Maximum response time for service technician to be on-site at customer’s service location for the various listed travel distances from service technicians dispatch point.

	Name:
	
	
	

	Address:
	
	
	

	Contact:
	
	
	

	Phone:
	
	
	

	Fax:
	
	
	

	E-mail:
	
	
	

	Washington Counties:
	
	
	

	

	Names of Service Technicians:
	*Number of Technicians:
	*Number of Technicians:
	*Number of Technicians:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	**Response Time for On-site Service
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours



Attachment C: STATEWIDE SUPPORT - DEALER/DISTRIBUTOR NETWORK FOR THE STATE OF OREGON

(THIS PAGE MUST BE COMPLETED AND SUBMITTED WITH RFP OR 

THE RFP WILL BE DISQUALIFIED)

This page may be posted on the KCDA website after award
Vendor’s proposed network of dealers/distributors to be involved in contract performance and serving contract customers includes the following: (Enclose in your proposal additional copies of this form as necessary to list all participating dealers/distributors.)

(RFP’s should copy the above format as necessary to list all participating dealers/distributors.)

* Identify the number and name of manufacturer trained/certified service technicians dispatched and supported out of this location for contract equipment. (If service technicians are not dispatched and supported out of the dealer/distributor’s facility, explain on attached letter how they are dispatched and supported with needed supplies and replacement parts.)

** Maximum response time for service technician to be on-site at customer’s service location for the various listed travel distances from service technicians dispatch point.

	Name:
	
	
	

	Address:
	
	
	

	Contact:
	
	
	

	Phone:
	
	
	

	Fax:
	
	
	

	E-mail:
	
	
	

	Oregon Counties:
	
	
	

	

	Names of Service Technicians:
	*Number of Technicians:
	*Number of Technicians:
	*Number of Technicians:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	**Response Time for On-site Service
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours



Attachment D:  STATEWIDE SUPPORT - DEALER/DISTRIBUTOR NETWORK FOR THE STATE OF IDAHO

(THIS PAGE MUST BE COMPLETED AND SUBMITTED WITH RFP OR

THE RFP WILL BE DISQUALIFIED)

This page may be posted on the KCDA website after award
Vendor’s proposed network of dealers/distributors to be involved in contract performance and serving contract customers includes the following: (Enclose in your proposal additional copies of this form as necessary to list all participating dealers/distributors.)

(RFP’s should copy the above format as necessary to list all participating dealers/distributors.)

* Identify the number and name of manufacturer trained/certified service technicians dispatched and supported out of this location for contract equipment. (If service technicians are not dispatched and supported out of the dealer/distributor’s facility, explain on attached letter how they are dispatched and supported with needed supplies and replacement parts.)

** Maximum response time for service technician to be on-site at customer’s service location for the various listed travel distances from service technicians dispatch point.

	Name:
	
	
	

	Address:
	
	
	

	Contact:
	
	
	

	Phone:
	
	
	

	Fax:
	
	
	

	E-mail:
	
	
	

	Idaho Counties:
	
	
	

	

	Names of Service Technicians:
	*Number of Technicians:
	*Number of Technicians:
	*Number of Technicians:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	**Response Time for On-site Service
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours



Attachment E:  STATEWIDE SUPPORT - DEALER/DISTRIBUTOR NETWORK FOR THE STATE OF MONTANA

(THIS PAGE MUST BE COMPLETED AND SUBMITTED WITH RFP OR 

THE RFP WILL BE DISQUALIFIED)

This page may be posted on the KCDA website after award
Vendor’s proposed network of dealers/distributors to be involved in contract performance and serving contract customers includes the following: (Enclose in your proposal additional copies of this form as necessary to list all participating dealers/distributors.)

(RFP’s should copy the above format as necessary to list all participating dealers/distributors.)

* Identify the number and name of manufacturer trained/certified service technicians dispatched and supported out of this location for contract equipment. (If service technicians are not dispatched and supported out of the dealer/distributor’s facility, explain on attached letter how they are dispatched and supported with needed supplies and replacement parts.)

** Maximum response time for service technician to be on-site at customer’s service location for the various listed travel distances from service technicians dispatch point.

	Name:
	
	
	

	Address:
	
	
	

	Contact:
	
	
	

	Phone:
	
	
	

	Fax:
	
	
	

	E-mail:
	
	
	

	Montana Counties:
	
	
	

	

	Names of Service Technicians:
	*Number of Technicians:
	*Number of Technicians:
	*Number of Technicians:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	**Response Time for On-site Service
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours



Attachment F:  STATEWIDE SUPPORT - DEALER/DISTRIBUTOR NETWORK FOR THE STATE OF ALASKA

(THIS PAGE MUST BE COMPLETED AND SUBMITTED WITH RFP OR

THE RFP WILL BE DISQUALIFIED)

This page may be posted on the KCDA website after award
Vendor’s proposed network of dealers/distributors to be involved in contract performance and serving contract customers includes the following: (Enclose in your proposal additional copies of this form as necessary to list all participating dealers/distributors.)

(RFP’s should copy the above format as necessary to list all participating dealers/distributors.)

* Identify the number and name of manufacturer trained/certified service technicians dispatched and supported out of this location for contract equipment. (If service technicians are not dispatched and supported out of the dealer/distributor’s facility, explain on attached letter how they are dispatched and supported with needed supplies and replacement parts.)

** Maximum response time for service technician to be on-site at customer’s service location for the various listed travel distances from service technicians dispatch point.

	Name:
	
	
	

	Address:
	
	
	

	Contact:
	
	
	

	Phone:
	
	
	

	Fax:
	
	
	

	E-mail:
	
	
	

	Alaska Counties:
	
	
	

	

	Names of Service Technicians:
	*Number of Technicians:
	*Number of Technicians: 
	*Number of Technicians:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	**Response Time for On-site Service
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours
	Within 25 miles: ______ hours

26. 50 miles: ______ hours

51. 75 miles: ______ hours

76. 100 miles: ______ hours



Attachment G:  EXCEPTIONS TO TERMS AND CONDITIONS
(COMPLETE AND RETURN WITH RFP OR IT WILL BE DISQUALIFIED)
Company Name _____________________________

Note: This is a sample form. Actual data must be provided on disk, and printed. Original must be signed and inserted in the RFP after it is printed. A copy must be provided.

Any exceptions to the Terms, Conditions, Specifications or RFP Forms contained herein shall be noted in writing and included with the submittal.

Page #
 
Outline Number or Paragraph

Term, Condition, Specification

Exception

___________________________________________________

Signature

Same as on RFP Affidavit Signature and Acceptance Form

Attachment H:  CERTIFICATION REGARDING DEBARMENT,SUSPENSION, INELIGIBILITY, AND VOLUNTARY EXCLUSION
(COMPLETED AND SUBMIT WITH RFP OR

THE RFP WILL BE DISQUALIFIED)
Vendor certifies to the best of its knowledge and belief, that it and its principals:
1. Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any Federal department or agency;

2. Have not within a three-year period preceding this proposal been convicted of or had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public (Federal, State or local) transaction or contract under a public (Federal, State or local) transaction or contract under a public transaction; violation of Federal or State antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;

3. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State, or local) with commission of any of the offenses enumerated in paragraph (2) of this certification and

4. Have not within a three-year period preceding this application/proposal had one or more public transactions (Federal, State or local) terminated for cause or default.

(If the primary participant (applicant for a FTA grant, or cooperative agreement, or potential third party Contractor) is unable to certify to any of the statements in this certification, the participant shall attach an explanation to this certification.)

This certification is required by the regulations implementing Executive Order 12549, Debarment and Suspension, Participant’s Responsibilities.

Signed:
____________________________________

Title:
____________________________________

Firm:
____________________________________

Address:
____________________________________

City & State:
____________________________________

Date:
____________________________________

NOTE: Lower-tier participants in the RFP (sub-contractors, suppliers) are required to complete and submit identical certifications as the above 10 days after the award.

Attachment I:  TERMS BY MANUFACTURER

	Bidder Name:

	Address:

	City, State, Zip:

	Phone:

	Fax:

	Email:


	Terms by Manufacturer – List Terms by percentage/days  (i.e. Net 2% 10 days, Net 30 days, etc) Terms may vary by equipment, so list equipment categories and terms on separate lines, if necessary)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Attachment J:
Credit Cards

Respondents to this RFP shall complete the following:
Purchasing (Credit) Cards accepted
Yes ______________
No ______________

If yes, please list major brands below:

Attachment K:
Equipment Lead-Time
 Contract equipment will be delivered within _____ calendar days after receipt of order (ARO).

Attachment L:  Ordering Addresses
	Purchase orders sent to:
	

	Billing will be from:
	

	Payment sent to:
	

	

	Lease orders sent to:
	

	Billing will be from:
	

	Payment sent to:
	

	

	Service orders sent to:
	

	Billing will be from:
	

	Payment sent to:
	


Attachment M: TECHNICAL, ENVIRONMENTAL, TRAINING AND CUSTOMER SERVICE REQUIREMENTS
(All pages must be submitted with RFP or RFP will be disqualified) 

We will be posting on the KCDA website after award
The following are a series of IT, IS, and environmental requirements to be addressed by Vendors. The Vendor should indicate acceptance of the requirements. It is expected that the vendor will concisely address each item, stating how the specification requirement will be met. Vendors must complete a sheet for each piece of equipment submitted.
	Manufacturer
	Description (i.e. copier)
	Model #

	Technology, Environmental, Training and Customer Service Specifications
	Yes, I can meet the requirement
	If No, explain below how the specified requirement will be met or proposed alternative solution.

	SYSTEM ARCHITECTURE-GENERAL
	
	

	Ability to run on a multi-platform environment – MAC and PC.
	
	

	Open architecture – file format independent. No requirements for clients to use specific software. Access to source files if required.
	
	

	Report generator – please specify range if reporting.
	
	

	Secure environment – specify hardware, software and file protection protocols.
	
	

	Automatic Duplex Default.
	
	

	1. The multifunction device must support the following applications integration:
	
	

	1.1. SAP compliance, Microsoft Exchange, Microsoft Office, Windows 2000/XP, OpenOffice, Office 2007, Windows 2007. 
	
	

	2. The multifunction device must protect document and image data from unauthorized access, and implements a data clear function that makes documents and image data from one job unavailable to subsequent jobs by overwriting the temporary storage between jobs.
	
	

	3. (Desired) The multifunction device should have the ability to clear or overwrite with zeros any temporary document or image data on FLASH ROM (FAX data), data on RAM disk or the hard drive (print, scan, and copy data). Data must be overwritten with randomly generated data that makes fax images unavailable by overwriting temporary storage between jobs.
	
	

	4. The multifunction device configuration must require no reliance on workstation operating system BIOS.
	
	

	5.1. 1600 Printers. Must support Postscript Level 2 and include PCL Level 5 or higher support.

	
	

	Technology, Environmental, Training and Customer Service Specifications
	Yes, I can meet the requirement
	If No, explain below how the specified requirement will be met or proposed alternative solution.

	5.2. 3200 Network Protocol. TCP/IP.
	
	

	5.3. 3200 Network Protocol. Ethernet.
	
	

	5.4. 3600 Network Management. SNMP capable.
	
	

	5.5. Fax Modem. 33.3 Kbps.
	
	

	6.  Desired) The multifunction device should meet Plug and Play and power management requirements for its device class and bus specifications.
	
	

	7. The multifunction device must support LAN wakeup to be able to be configured and accessible when the device is in a lower power state.
	
	

	8. The multifunction device must have its own unique device ID.
	
	

	9. The multifunction device must have direct integration with workflow automation software to support automated document routing.
	
	

	10. The multifunction device must combine support copy and print functions and provide the ability to scan and indexing of hard copy documents directly into e-mail and to an electronic document management.
	
	

	SYSTEM FEATURES
	
	

	Sections 1 through 23 below request lists of features on the proposed system. In each section RFP’s are asked to highlight and briefly describe those features that distinguish the proposed system. Descriptions of other features may be requested at a later date.
	
	

	1. The multifunction device must be able to perform a number of tasks independently, such as print, copy, fax and scan so that in the event one system is offline the other systems continue to operate.
	
	

	2. The multifunction device must be able to scan documents as input to email, Document Management and workflow processes.
	
	

	3 -The multifunction device must operate as network nodes able to be remotely managed and administered.
	
	

	4. The multifunction device must clear temporary storage when powered up.

	
	

	5. The multifunction device must be able to receive and store for output a “single master document” to print as many sets are required at the device with zero incremental bandwidth traffic.

	
	

	Technology, Environmental, Training and Customer Service Specifications
	Yes, I can meet the requirement
	If No, explain below how the specified requirement will be met or proposed alternative solution.

	6. The multifunction device must support a standard operator user role and a Key Operator user role.
	
	

	7. The multifunction device must support a mixed workload capacity and have the processing power to compress and transmit a variety of jobs without a drop in output time.
	
	

	8. The multifunction device must support the following: 
	
	

	8.1. Delayed print – sending material to the device for printing in “off peak” hours.
	
	

	8.2. Secure print – send the print job to the device and not print until the user enters a PIN to initiate and collect the printed document(s).
	
	

	8.3. PDF File Printing – send PDF files directly to the device rather than using a print driver from Acrobat to reduce bandwidth use and provide a higher quality print output.
	
	

	8.4. IP Printing – support sending print jobs to the device from remote locations via the Internet or Intranet (ex., from home to office).
	
	

	8.5. Certified Adobe postscript level 3 or postscript emulation. 
	
	

	8.6. 600x600 dpi minimum.
	
	

	8.7. Finisher: straight and offset stacking.
	
	

	8.8. Must support network protocols.
	
	

	8.9. Must support interfaces: Ethernet, serial, parallel, SCSI.
	
	

	8.10. Supplier to indicate amount of ram and optional ram available.
	
	

	8.11. Unload stacker while still producing copies.
	
	

	9. The multifunction device must be able to support:

· Ability to scan half tone

· Scan screened and continuous tone photographs; quality reproduction is of prime importance; output quality must be acceptable to KCDA member

· Scanner must be capable of scanning two side originals of various weights and sizes (supplier to indicate range of weights and sizes)

· Supplier to list scanner options as to speed and imaging quality

· Push scan to email or desktop

	
	

	Technology, Environmental, Training and Customer Service Specifications
	Yes, I can meet the requirement
	If No, explain below how the specified requirement will be met or proposed alternative solution.

	9.1. Scan to email. Scan and mail via SMTP.
	
	

	9.2. Scan and encrypt email. Automatically deliver scanned documents to indicated email addresses.
	
	

	9.3. Automatically deliver emailed scanned items to the “Sent Items” folder of the mail client.
	
	

	9.4. Scan to file. Auto-sense paper size.
	
	

	9.5. Scan and encrypt faxes. Scan to Workstation.
	
	

	9.6. Scan to network.
	
	

	9.7. Scan to a Document Management System.
	
	

	9.8. Scanning at 600 x 600 DPI.
	
	

	9.9. Concurrent scanning while printing.
	
	

	9.10. Discharge disposition.
	
	

	10. The multifunction device must provide capture and distribution of digital documents via the following:
	
	

	10.1. Add, remove or modify printers.
	
	

	10.2. Direct jobs based on user print requirements.
	
	

	10.3. Prioritize jobs based on needs.
	
	

	10.4. Support load balancing.
	
	

	10.5. Retrieve job and device status and accounting information.
	
	

	10.6. Define backup printing resources.
	
	

	10.7. Dynamically route alerts to workstations, email addresses or pagers/cell phones.
	
	

	10.8. Run job diagnostics to help identify and resolve device issues.
	
	

	10.9. Support “off peak” printing.
	
	

	11. The multifunction device must provide an open architecture for integration with document management systems.
	
	

	12. (Desired) The multifunction device should provide the ability to monitor jobs at the device.
	
	

	13. The multifunction device must support the use of barcode and barcode headers to identify documents for scanning and indexing.
	
	

	14. The multifunction device must provide conversion options for different types of documents and document formats.
	
	

	15. The multifunction device must have the ability to be managed via the Intranet.

	
	

	Technology, Environmental, Training and Customer Service Specifications
	Yes, I can meet the requirement
	If No, explain below how the specified requirement will be met or proposed alternative solution.

	16. The multifunction device specifications must clearly define access and use limits for individual user.
	
	

	17. The multifunction device must allow data to be cleared manually by the user or Key operator.
	
	

	18. The multifunction device must have the ability to clear data at the completion of each job.
	
	

	19. The multifunction device must have the ability to limit color printing.
	
	

	20. The multifunction device must incorporate the use of visual cues or icons at the control panel to assist the user.
	
	

	21. The multifunction device must have a customizable touch screen interface.
	
	

	22. The multifunction device must provide consistent formatting to aid users in the clean up of scanned images including the ability top rotate, split, merge and crop images.
	
	

	23. Device configuration and security state must be archievable for possible system restore.
	
	

	24. The multifunction device must be capable of being reset to arbitrary configuration and security state if device is infected with malicious software and is compromised. If device is incapable of being infected, please explain how this is accomplished.
	
	

	25. The multifunction device must be capable of security patching and hardening through software/firmware upgrades.
	
	

	TECHNICAL SERVICE
	
	

	Maintenance, toner, fuser oil, labor, parts, software/hardware upgrades to be a non-tiered meter cost per copy basis; fixed pricing throughout the contract period. For maintenance purposes, a click or copy will be defined as one side of any sized sheet with any amount of toner.
	
	

	Minimum monthly volume and/or monthly basic service charges will be considered and will be negotiated between KCDA member and vendor.
	
	

	Vendor to assure qualified and trained service personnel are available.

	
	

	Technology, Environmental, Training and Customer Service Specifications
	Yes, I can meet the requirement
	If No, explain below how the specified requirement will be met or proposed alternative solution.

	Service response time to be 2 hours or less from time of first service call and machine operational in 1.5 hours after arrival on site by service technician in 90% of calls. Vendor to describe their escalation procedure.
	
	

	Ration of service technicians for copiers, MFD’s, faxes, and printers (# of copiers, faxes and printers per technician.
	
	

	ENVIRONMENTAL REQUIREMENTS
	
	

	1. All devices, including color printers, must be able to use Grays Harbor 100% Recycled Xerographic or a similar 100% post-consumer recycled, process chlorine free paper without adversely affecting functionality or uptime.
	
	

	2. All equipment shall must meet US EPA Energy Star Program (Tier II for standard size and Tier III for large format compliant) requirements or otherwise be compliant with program requirements. (Compliance should be documented in manufacturer’s published literature and/or as reported by Buyers Laboratory Inc).
	
	

	3. Management of equipment at end of life shall be the responsibility of the Contractor. The end-of-life management program should include the following:
	
	

	3.1. A management commitment to end-of-life management of equipment after consumer use.
	
	

	3.2. Parts reuse and materials recycling system.
	
	

	3.3. A packaging return program.

	
	

	3.4. Certify that spent (replaced) toner containers are returned for recycling to

 manufacturer or authorized recycling agent (please specify)
	
	

	3.4. Certify that spent (replaced) toner containers are returned for recycling to

 manufacturer or authorized recycling agent (please specify).
	
	

	5. All equipment shall meet, at a minimum, the following emission standards.
	
	

	5.1. Equipment shall not emit ozone in excess of 0.02 mg/m3
	
	

	5.2. Equipment shall not emit dust in excess of 0.25 mg/m3.
	
	

	5.3. Equipment shall not emit styrene in excess of 0.11 mg/m3.
	
	

	Technology, Environmental, Training and Customer Service Specifications
	Yes, I can meet the requirement
	If No, explain below how the specified requirement will be met or proposed alternative solution.

	6. All MFDs offered must support KCDA’s commitment to the use of recycled, recyclable, and non-toxic materials and should comply with the following:
	
	

	6.1. Equipment uses returnable, recyclable, or remanufactured toner cartridges.
	
	

	6.2. Equipment contains materials made with recycled content.
	
	

	6.3. Equipment makes use of remanufactured parts.
	
	

	6.4. Equipment offers the use of an organic photoreceptor or, at a minimum, a photoreceptor that does not contain arsenic, cadmium, or selenium.
	
	

	6.5. Equipment does not contain polybrominated biphenyls (PBB) or diphenyl ethers (PBDE) fire retardants or other identified persistent bioaccumulative toxic substances (PBT’s), or rely on PBT’s in their operation or maintenance.
	
	

	6.6. Equipment uses toner that is free of carcinogenic, mutagenic, or teratogenic substances.
	
	

	7. Vendor has demonstrated a strong environmental performance record and operates responsibly, socially and economically through the following:
	
	

	7.1. Vendor maintains an environmental performance plan and goals, including an existing pollution prevention plan. 
	
	

	7.2. ISO 14001 certification or other environmental management systems or processes currently adopted and in operation.
	
	

	TRAINING
	
	

	1. Supplier to provide training for all staff required to operate equipment at no cost as part of the cost per copy/document agreement. Training will include hardware, software and applicable upgrades.
	
	

	2. Training of new staff and refresher training will be provided at no cost, as required by KCDA member.
	
	

	CUSTOMER SERVICE
	
	

	1. A Single source account representative will be required to resolve any customer service issues
	
	

	2. Under separate attachment, please describe your company’s response time to customer inquiries.

	
	

	Technology, Environmental, Training and Customer Service Specifications
	Yes, I can meet the requirement
	If No, explain below how the specified requirement will be met or proposed alternative solution.

	3. To ensure customer service satisfaction, vendor should contact customer 3 days after equipment installation. Customer shall be defined as a designated user for that location.
	
	

	4. Billing and service inquiries to be directed to designated contact provided by KCDA member
	
	

	5. All outstanding invoice disputes are to be managed by the single source account representative and KCDA member or KCDA directly.
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