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CITY OF GRIFFIN, GEORGIA
REQUEST FOR QUALIFICATIONS
SPECIFICATIONS
For
Multifunction Copy/Printer Equipment

1. SECTION I – RFQ INFORMATION
1.1 PURPOSE
The City of Griffin (City) is seeking request for qualifications (RFQ) for the solution to our city-wide multifunction printer needs.
1.2.	SCHEDULE
	This Request for Qualifications will be governed by the following schedule:
            DATES
Release of Request			March 24th, 2021
Pre-RFQ Meeting*			No
Questions Due				None
RFQ Due				April 6th, 2021
Public Opening			No
Bonds Required			None
Project Manager			Sherri Huggins, Purchasing Coordinator
							shuggins@cityofgriffin.com

1.3.  SCOPE OF WORK
To submit a comprehensive statement of qualifications, services to be rendered must be identified.  The specifications listed below represent the duties and expectations of the successful submitter.
The selected provide will meet the needs of the various departments with multifunction printer equipment.  The City is under no obligation, expressed or implied, to reimburse a responding provider for expenses incurred in preparing proposals in response to this RFQ.





SPECIFICATIONS
1.3.1 GENERAL

1.3.1.1.	The City currently has in excess of 1.5 million ‘clicks’ per year based on leased equipment.
1.3.1.2        	Maintenance for leased equipment should be inclusive with the exception of paper and 
Staples.       

1.3.2.  Quantities
1.3.2.1	Quantities noted are estimates and do not represent a guarantee of the number and          models specified.  An initial review will be conducted prior to contract to make sure that the needs for each department will be met with the appropriate equipment
              1.3.3	Equipment shall maintain a minimum of 95% up-time.
1.3.3.1.	A notice will be sent for any equipment not maintaining this minimum; the vendor must take the necessary steps to address this within five (5) business days of the notification. If the equipment fails to meet the requirement within two (2) weeks after installation or within any thirty (30) day timeframe, the City reserves the right to either require replacement equipment or terminate the agreement for the inadequate equipment.
1.3.3.2.	Response time to service requests shall not exceed two (2) hours by telephone and twenty-four (24) hours on-site. Failure to respond to requests for service is cause for     the City to terminate the agreement, where appropriate.
1.3.3.3. 	In the event repairs cannot be completed in a timely manner, a loner machine of similar make and model is to be provided for all repairs that cannot be completed within 48 hours of the City’s request for service due to unusable equipment.
1.3.3.4. 	The City reserves the right to obtain an outside estimate for any jobs/repairs, or to have the work performed outside this contract, if deemed necessary and in the best interest of the City. In the event such repairs are made, the details of the repair will be reported to ensure the warranty of the equipment.
1.3.4.	   Equipment placed into service after the initial installation during the six months of the lease period shall have the same rental period as the original contract. Explain the most economical way of achieving a similar result after the first six months.
1.3.5.	    Equipment must be able to easily accommodate sheet labels and envelope printing.
PRICING & BILLING
1.3.6.  	 Pricing shall be submitted with a firm fixed price guaranteed for the full term of a four (4) year basis. The actual contract period will be for one (1) year with up to four (4) renewable extensions.
1.3.6.1.    Prices shall include: transportation, inside delivery to equipment’s intended location, set up,           and removal at end of lease.
1.3.7. 	A separate contract is to be written for each leased machine. The billing for these machines shall be consolidated; each statement is to identify the machine by model number, department location, to have full network capabilities specific to the machine. Copy counts or ‘clicks’ shall be pooled city-wide.
1.3.8. 	The City shall not be charged for any copies made by their service technician or for any unusable copies created by the equipment.			


TECHNICAL REQUIREMENTS

1.3.9.      The City requires that all specified equipment be capable of being connected to its network.  Personnel will be required to work with the City’s ITC staff on each networked installation to ensure that all services are installed and functioning properly.
1.3.9.1. 	All equipment must be able to integrate with Microsoft Active Directory to lookup user information and have email functionality compatible with an on premise Microsoft Exchange system.  Equipment must support the most recent version of the SMB (Server Message Block Protocol).
1.3.9.2. 	Internal surge protection and external surge suppression/power filtration devices must be covered for the duration of the contract.
1.3.9.3. 	Protection must be provided for network/RJ45 cables and must be ETL verified to Cat5e standards or higher. 
1.3.9.4. 	The external equipment must be replaced (at no charge) if it fails and any machines damaged on reconnect from the failure when properly connected will be repaired or replaced.
1.3.9.5. 	The successful bidder must submit a letter of certification from the surge suppression/power filter manufacturer confirming that all specifications have been met.
1.3.9.6.	All data contained on Equipment that is removed from the City of Griffin property must be destroyed using DoD 5220.22-M standards and a certificate of erasure must be provided upon request.
1.3.9.7.	All equipment must be secured using passwords that conform to the City of Griffin’s Acceptable Use Policy (AUP).  All personnel that perform work on equipment must adhere to the City of Griffin Acceptable Use Policy.

1.3.10.      Supplier must work with the City’s ITC staff to ensure that all technical needs are addressed and met (i.e. requiring passcodes for certain functions, etc).

Attached is a list of equipment on site. Please provide a list of comparable equipment with lease prices
and click charges.
  

            
[image: ]














[image: ]

CITY OF GRIFFIN, GEORGIA
REQUESTS FOR RFQ
GENERAL PROVISIONS

This section reviews the general terms and conditions. Any RFQ-specific information noted in Section I or in the Specifications & Response Section will take precedence.

2.                             SECTION II – COMMUNICATION OF INFORMATION

All information, notices and addenda regarding this RFQ shall be posted on the City’s website, Vendor Registry and Georgia Procurement Registry on www.doas.state.ga.us . It is the submitter’s responsibility to check the site on a regular basis in order to confirm they have the most current information before submitting a response. Subsequent to the RFQ opening, all status notices will also be posted on the City’s website.
2.1.	 	RESTRICTIONS ON COMMUNICATIONS WITH STAFF  
All questions about this RFQ must be submitted in the following format: 

Company Name
	 - Question
	   Citation of relevant section of the RFQ

All questions regarding administrative or other issues must be in writing to the Purchasing Coordinator:
Address:  	Sherri Huggins
Purchasing Coordinator
City of Griffin
P. O. Box T, Griffin, GA  30224
Email:		shuggins@cityofgriffin.com 

No questions other than written will be accepted. No response other than written will be binding upon the
City. Questions will be combined into one list of questions and responses and will be posted as an addendum.
From the issue date of this request until an award has either been made or deemed closed for other reasons, institutions or individuals providing submissions are not permitted to communicate with members of the commission, the evaluation team or City employees with regard to the purpose or intent of this document. The City reserves the right to reject the submission of the offending bidder if this provision is violated. 

[bookmark: _Toc332261656]3.		SECTION III –OVERVIEW AND PROCEDURES
[bookmark: _Toc332261657]3.1 		COMPANY BACKGROUND & EXPERIENCE
Submitters that have not contracted with the city in the past 2 years should provide a list of clients for whom similar services, as detailed in this RFQ, have been provided during the past 3-4 years. References must be for the organization or person submitting the RFQ. Subcontractor’s references are not acceptable.
The list must include:
Dates of service
Name of contact person
Title of contact person
Phone number of contact person
The Submitter will also disclose any services terminated by the client(s) and the reason(s) for termination. 
Failure to provide this information will disqualify the bid submission.
[bookmark: _Toc332261658]3.2 		REFERENCES
References should be for historical projects of similar size and scope. Details regarding these references are noted on the Reference page. 
3.1. [bookmark: _Toc327534178][bookmark: _Toc332261659]
3.2. [bookmark: _Toc327534179][bookmark: _Toc332261660]
[bookmark: _Toc332261661]3.3		RFQ
[bookmark: _Toc332261662]3.3.1 	RFQ REQUIREMENTS
By submitting a RFQ response, Submitter’s agree to be bound by the legal requirements and contract terms and conditions contained in this document. Any contracts or leases resulting from the award of a RFQ are to be for a period of not more than one year, with four renewal options for a total period not to exceed five years. Any exceptions to this policy must be noted and agreed to by both parties in writing, prior to the issuance of the Notice of Award. 
[bookmark: _Toc332261663]3.3.2       PACKAGING OF RFQ
Submissions must be by the following method:
No e-mail, fax or scanned submissions will be accepted. Hard copies are to be submitted in a sealed package containing an original and two copies for a total of three (3) signed responses.  The sealed package must be labeled on the outside as follows:  

(Submitter Name)
RFQ # (RFQ Number) 
(RFQ Title)
 
Submitter response to this RFQ must consist of the following documents in addition to any RFQ-specific information requested:
· Pricing
· Schedule of proposed work (when applicable),
· Completion Schedule (when applicable),
· Notarized Contractor Affidavit and Agreement (E-Verify; required),
· Notarized Subcontractor Affidavit (required when applicable),
· Notarized S.A.V.E. Affidavit (required),
· W-9 (required),
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CITY OF GRIFFIN, GEORGIA

RESPONSE SUBMITTAL

RFQ #21-008
For
Multifunction Copy/Print Devices
 


Submitted by: 


	Name of Company:      
                                                                   
	Mailing Address:   

	City/State/Zip: 

	Phone (including area code): 

	E-mail: 



Submittal Deadline: 
April 6th, 2021 at 2:00 P.M. 





FAILURE TO RETURN THIS PAGE AS PART OF YOUR RFQ DOCUMENT MAY RESULT IN REJECTION OF RFQ. 

RFQ RESPONSE ACKNOWLEDGEMENT


The Submitter has examined and carefully studied the Specifications and the following Addenda, receipt of all of which is hereby acknowledged:

Specifications . . . . . . . . . . . . . . . . . . .  Acknowledgement _______________

Addendum No. _____  dated _________  Acknowledgement _______________

Addendum No. _____  dated _________  Acknowledgement _______________

Addendum No. _____  dated _________  Acknowledgement _______________

Submitters must acknowledge any issued addenda. RFQs which fail to acknowledge the bidder’s receipt of any addendum will result in the rejection of the RFQ if the addendum contained information which substantively changes the Owner’s requirements.	 



RFQ RESPONSE SIGNATURE 

Please indicate organization type:          Individual		     Partnership		Corporation	

NAME OF COMPANY:                                                                         
MAILING ADDRESS:   
CITY /STATE/ZIP: 
PHONE (including area code): 
E-MAIL: 



AUTHORIZED SIGNATURE                                                     			TITLE


                  NAME (PRINTED)                                                        			        TITLE (PRINTED)




Multifunction Copy/Print Equipment
(Complete and submit [spec portion] for each machine proposed; include full specification sheet)

Make:					Model:
	Duty Cycle:
	

	Approx cost per page (B/W & Color):   
	B/W:
	Color

	CPU Model & Speed:
	

	Dimensions :
	
	Weight

	Power Requirements:
	

	Surge protection & suppression provided:
	

	Standard Memory:
	

	Hard Drive size:
	

	Hard Drive- encryption/erasability:
	

	Operating Systems
	

	Network Protocol(s):
	

	Interfaces:
	

	Compatibility with MicroSoft Active Directory:
	

	Security features
	



Additional pages may be used and attached if needed for the following:
· What is your process for clearing residual data once equipment is returned?

· 
· Based on your perception of the City’s needs, are there any optional features or equipment (other than hi-volume trays & 3-hole punch) that would provide the City additional benefits?


· What type of recycle program do you have for spent cartridges? 


· Describe any additional advantages that your company can offer to the City.

FAILURE TO RETURN THIS PAGE AS PART OF YOUR BID DOCUMENT MAY RESULT IN REJECTION OF BID. 

ITB 21-008 
PRICE SUBMITTAL:  Multifunction Copy/Print Devices

Company Name 					     Bid Price Valid Through 

PRICE STRUCTURE – Complete the following and include associated information specifics for the cost quoted (pricing must be submitted on this form; additional pages may be used as needed). Pricing should be based on approximately 1.5 million ‘clicks’ city-wide.
Description – Maintenance / Lease cost per month (based on 4 yr)						
  Model   	           Mo. Maint cost ea (4yr):  $	    	       Mo. Lease cost ea (4yr):  $				
  Model   	           Mo. Maint cost ea (4yr):  $	    	       Mo. Lease cost ea (4yr):  $				
  Model   	           Mo. Maint cost ea (4yr):  $	    	       Mo. Lease cost ea (4yr):  $				
  Model   	           Mo. Maint cost ea (4yr):  $	    	       Mo. Lease cost ea (4yr):  $				
  Model   	           Mo. Maint cost ea (4yr):  $	    	       Mo. Lease cost ea (4yr):  $			 ______
  Model __________	Mo. Maint cost ea (4yr): $  ____________     Mo. Lease cost ea (4yr):  $  ___________________
  Model   	           Mo. Maint cost ea (4yr):  $	    	       Mo. Lease cost ea (4yr):  $				
  Model   	           Mo. Maint cost ea (4yr):  $	    	       Mo. Lease cost ea (4yr):  $				
  Model   	           Mo. Maint cost ea (4yr):  $	    	       Mo. Lease cost ea (4yr):  $				
  Model   	           Mo. Maint cost ea (4yr):  $	    	       Mo. Lease cost ea (4yr):  $				

Description – Estimated Maintenance cost for desktops (based on ~31 machines)	Cost
  Monthly maintenance cost per page each desktop (based on approximate quantity of 31):  	$	
 Apprx monthly lease & maint. cost each if replaced with small leased unit: $			$
 Overage fees (please specify):     B/W:  $			     Color:  $	
  Hi-volume tray (largest machine): $			  3-hole punch (largest machine):  $	
  Other fees (please specify):						 			$	
  Other fees (please specify):						 			$	       
Additional comments/recommendations:   



The City reserves the right to accept the BEST-EVALUATED BID as deemed by the Evaluation Committee, which may or may not be the lowest monetary bid.  

COMPLETED BY:
Company Name:  


Contact Person:  
(Signature)					(Printed Name) 

FAILURE TO RETURN THIS PAGE AS PART OF YOUR BID DOCUMENT MAY RESULT IN REJECTION OF BID. THIS FORM MUST BE COMPLETED FOR EACH BID SUBMITTAL EVEN IF YOU ARE CONSIDERED TO BE A CURRENT VENDOR.

REFERENCES

The City of Griffin requests a minimum of three references where work of a similar size and scope has been completed within the past 3-4 years. 

REFERENCE 1:
Company Name:   

Brief Description of Project:  

Completion Date:   

Contact Person:    

Telephone:     					E-mail:  



REFERENCE 2:
Company Name:   

Brief Description of Project:  

Completion Date:   

Contact Person:    

Telephone:     					E-mail:  



REFERENCE 3:
Company Name:   

Brief Description of Project:  

Completion Date:   

Contact Person:    

Telephone:     					E-mail:  



COMPLETED BY:
Company Name:  

Contact Person:  
(Signature)					(Printed Name) 



image3.emf
Revised 3/2/21

Qt. MFP PPM

13 Copy/Print/Scan/Fax -Color 2 X 550 Sheet Trays, Stapling, PS 30 PPM

1 Copy/Print/Scan/Fax -Color 3 X 550 Sheet Trays, Stapling, PS 30 PPM

3 Copy/Print/Scan/Fax -Color 2 X 550 Sheet Trays, Stapling, PS 40 PPM

6 Copy/Print/Scan/Fax -Color 2 X 550 Sheet Trays, Stapling, PS 26 PPM, 

2 Copy/Print/Scan/Fax - B/W Only 1 X 250 Sheet Tray - Table Top 37 ppm Touchscreen Display

2 Copy/Print/Scan/Fax - Color  1 x 500 Sheet Tray - Table Top 33 ppm  

13 Copy/Print/Scan/Fax - B/W Only 1 X 250 Sheet Tray - Table Top 42 ppm 

2 Copy/Print/Scan/Fax -Color 1 X 250 Sheet Tray - Table Top 30 ppm

12 Copy/Print/Scan/Fax -Color MFP 1 X 250 Sheet Tray- Table Top 22 PPM

total

54

Large Work Groups / High Performance Touchscreen Display

Medium Work Groups

Small Work Groups



Touchscreen Display

Touchscreen Display

Touchscreen Display

Touchscreen Display

Tourchscreen Display

Large Work Groups / High Performance

Large Work Groups / High Performance

Large Work Groups / High Performance

Large Work Groups / High Performance

Medium - Large Work Groups

Medium Work Groups
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