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UNIVERSITY
T 304-876-5216
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November 19, 2018

Shepherd University intends to acquire services from a single vendor to provide
multi-functional devices to be used in support of the institution’s copier needs.
The University currently has approximately 34 copiers across two campuses that
are managed by different vendors.

Attached, please find the University’s Request for Bid No. SUDL19-09. Please
note that all responses are due no later than 3:00 PM local time on Thursday,

- ~December 13,2018 to:

Shepherd University Procurement Services
301 N King Street

217 ikenberry Hall

PO Box 5000

Shepherdstown WV 25443

Attn: Debra l.angford

Thank you for your interest in Shepherd University. If you have any questions,
please email me at dlangfor@shepherd.edu.

Debra Langford
Executive Director of Purchasing



REQUEST FOR BID

for

SHEPHERD UNIVERSITY’S
MULTI-FUNCTIONAL DEVICES
NEEDS

Issued by:

Shepherd University
Department of Procurement Services

November 2018

SECTION 1-INSTRUCTIONS TO PROPOSERS



1.1 SCOPE OF WORK

Shepherd University intends to acquire services from a single vendor to provide
multi-functional devices to be used in support of the institution’s copier needs.
The University currently has approximately 36 copiers across two campuses that
are managed by different vendors. The campus currently has copiers from
different vendors, with different renewal terms, and with different functions. The
University would like to enter into an agreement to acquire services from a single
vendor in order to streamline services, supplies, and billing.

1.2  BID SUBMISSION

Sealed bids shall be enclosed in a sealed envelope and shall be identified as a
“Request for Bid” including the RFB SUDL19-09, and the RFB opening time
(3:00) and date (December 13, 2018). The vendor, by making a bid, represents
that: (a) the vendor has read and understands the RFB terms and conditions,
and the bid is made in accordance therewith; and (b} the bid is based upon the
merchandise specified or an acceptable equivalent.

The envelope shall be addressed to Shepherd University Procurement Services,
301 N King Street, 217 lkenberry Hall, PO Box 5000, Shepherdstown WV 25443
if sending regular mail. If sending express mail, please address to Shepherd
University Procurement Services, 217 |kenberry Hall, 308 N Princess Street,
Shepherdstown, WV 25443, The bid must be submitted on or before Thursday,
December 13, 2018 at 3:00 PM, local time.

Bids received after the time and date for the bid opening will be returned
unopened. The vendor shall assume full responsibility for timely delivery at the
location designated for receipt of proposals. Oral, telephonic, facsimile, or
telegraphic proposals are invalid and will not receive consideration.

The bid must be signed by such individual or individuals who have full authority
from the vendor to enter into a binding contract on behalf of the vendor so that a
contract may be established as a result of acceptance of the bid submitted. By
reference, the terms and conditions set forth in the Request for Bid shall serve as
the contract terms and conditions. No other terms and conditions will apply
unless submitted as a part of the bid response and accepted by the University.

The bid price shall include everything for the vendor to provide the merchandise
on the Bid Form including the equipment identified, installation of the equipment,
and training on the equipment. In the event of a discrepancy between the unit
price and the total price, the unit price will govern and the total price will be
adjusted accordingly.

1.3 BID COPIES

One original, signed and completed, and five (5) copies of the bid shall be
submitted to the University.



14 OFFER ACCEPTANCE PERIOD

Bid (offer) shall remain in effect for a minimum period of ninety (80) calendar
days from the bid opening date unless otherwise indicated and is irrevocable.

1.5 REQUEST FOR BID SCHEDULE

November 19, 2018: Request for Bid is issued

November 29, 2018: Pre-Bid Meeting at 10:00 a.m.
In the Information Technology Conference
Room in the Lower Level of lkenberry Hall

December 13, 2018: Bid Due at 3:00 PM

December 18, 2018: Evaluation Complete

1.6 TERM OF AGREEMENT

The successful bidder shall sign a contract that incorporates the requirements
and terms of this RFB, the response to the RFB, and the negotiated and agreed
upon terms between the bidder and Shepherd University. The initial term of the
proposed agreement for copiers services and support shall be for three years
with the option to renew for two (2) additional one-year time periods.

1.7 INQUIRIES

Communications with employees of Shepherd University concerning this request
by the bidder or on behalf of the bidder, except as specified below would not be
appropriate during the submission and selection processes. Failure to comply
with this requirement may disqualify a bidder.

All questions and/or inquiries concerning this request shall be submitted in writing
to:

Shepherd University Procurement Services
217 lkenberry Hall



301 N King Street

PO Box 5000

Shepherdstown, WV 25443

Atin: Debra Langford, Executive Director
Dlangfor@shepherd.edu

Inquiries submitted after close of business on close of business on Tuesday,
December 5, 2018, may be disregarded by the University at its discretion due to
proximity to the opening date. Vendors should consider Procurement Services
as the first and prime point of contact on all matters related to the procedures
associated with this RFB. If additional information is needed from any source,
Procurement Services will work with the vendor and the various offices of the
University to gather that information. Should any prospective proposer find
discrepancies in or omissions from this RFB or be in doubt of the meaning, the
bidder should at once request in writing an interpretation from the University as
described above. All necessary interpretations will be made available to all
recipients of this RFB in the form of addenda to the RFB and such addenda shall
become part of this RFB. Failure of any recipient of this RFB to receive any such
addendum or interpretation shall not relieve such recipient from any obligation
under their proposal as submitted; copies of such addenda shall be available on
the Procurement Office website. The University will assume no responsibility for
oral instructions or suggestions. ORAL ANSWERS SHALL NOT BE BINDING
ON Shepherd University, regardless of who made the statement. Every official
and binding interpretation made by the University will be made in the form of an
addendum that, if issued, will be sent by the University to all interested parties by
Shepherd University Procurement Services and posted on the website located at:

http://www.shepherd.edu/procurement/current-bids

The Department of Procurement Services can also be reached by:

Telephone: (304) 876-5216
Facsimile:  (304) 876-5001

1.7 INTERPRETATION, CORRECTIONS, OR CHANGES IN RFB

Any interpretation, correction or change in the RFB will be made by formal
addendum by the University. Interpretation, corrections, or changes to the RFB
allegedly made in any other manner will not be binding, and no bidder may rely
upon any such interpretation, correction or change.

1.8 MODIFICATION OR WITHDRAWAL OF BID

At any time prior to the specified time and date set for receipt of bids, a bid
submitted may be modified or withdrawn by notice to the party receiving bids at
the place designated for receipt of bids. Such notice shall be in writing over the
signature of the bidder with authority as set forth under paragraph 1.2 above and
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shall be received prior to the designated time and date for receipt of bids. A
modification shall be worded so as not to reveal the amount of the original bid.

1.9 ERASURES AND INTERLINEATIONS

Erasures, interlineations, or other changes in the bid must be initialed by the
person(s) signing the bid.

1.10 REJECTION OF BIDS

The University expressly reserves the right to reject any or all bids, reissue a
Request for Bids, and to waive informalities, or minor irregularities and
discrepancies.

1.11 ACKNOWLEDGMENT OF AMENDMENTS OF RFB

Receipt of an addendum to this RFB must be acknowledged by a bidder on the
Bidder Response Certificate (Attachment A).

1.12 VENDOR REGISTRATION

Prior to any award for purchases exceeding $25,000 or an open-end contract,
the apparent successful bidder must be properly registered with the West Virginia
Department of Administration, Purchasing Division, and have paid the required
vendor registration fée. At this time, the registration fee is $125.00.

Bidders are encouraged to not pay this fee until such time that they are notified
by Shepherd University of intent to award contract.

1.13 NON-FUNDING

All service performed or goods delivered under this contract are to be continued
for the term of the Purchase Order/Contract, contingent upon funds being
appropriated by the Legislature or otherwise available for these services or
goods, this Purchase Order/Contract becomes void and of no effect after June

30.

1.14 PAYMENTS AND INTEREST ON LATE PAYMENTS

Payment may only be made after the delivery and acceptance of goods or
services. Interest may be paid for late payment in accordance with the West

Virginia Code.



1.15 RESIDENT VENDOR PREFERENCE

A resident vendor preference will be granted upon written request in accordance
with the West Virginia Code, as identified in Attachment C.

1.16 TAX EXEMPTION

The State of West Virginia, the Higher Education Policy Commission, and the
Shepherd University Governing Board are exempt from federal and state taxes
and will not pay or reimburse such taxes.

1.17 REJECTION OF BIDS

The University shall have the right to reject any and all bids, in whole or part; to
reject a bid that is in any way incomplete or irregular; or to reissue a Request for
Bids.

1.18 BID PRICE

The prices submitted in the bid shall include everything necessary for the
completion of the contract including, but not limited to, providing the
merchandise, delivery and installation of merchandise, removal of debris
merchandise was shipped within, and training on the merchandise received.

The University may reject an offer if it is materially unbalanced as to process for
the basic requirements. An offer is unbalanced when it is based on prices
significantly less than cost for some items and prices, which are significantly
overstated for other items.

1.19 AWARD OF CONTRACT

The award shall be made by the University to the responsible vendor whose bid
will be most advantageous to the University with respect to price, conformance to
the specifications, service, quality and other factors as evaluated by the
University. Shepherd University has the right to accept, reject, change
quantities, and delete items.

SECTION 2-INSTRUCTIONS FOR PREPARING BID

2.1 GENERAL

To aid in the evaluation process, it is required that all responses comply with the
items and sequence as presented in paragraph 2.2, RFB Response Outline.
Paragraph 2.2 outlines the minimum requirements and packaging for the
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prepération and presentation of a response. Failure to comply méy result in
rejection of the bid response.

2.2

RFB RESPONSE OUTLINE

A

Response Sheet: The Bidder Response Certification, Attachment
A, shall be attached to the front of the bid and shall contain bidders
certification of the submission. It shall be signed by an official who
has full authority to enter into a contract.

Vendor Preference Certificate: The Vendor Preference Certificate,
Attachment B, if applicable, should be completed and submitted.

Purchasing Affidavit: The Purchasing Affidavit, Attachment C,
acknowledges that neither the responding vendor nor any related
party owes a debt to the State of West Virginia.

Disclosure of Interested Parties to Contracts: A state agency many
not enter into a contract, or a series of related contracts, that
has/have an actual or estimated value of $100,000 or more until the
business entity submits to the contracting state agency a
Disclosure of Interested Parties to the applicable contract. This
form must be submitted as part of the bid prior to any award being
made to the bidder.

Price Submission: Section 3 will provide information regarding the
Multifunctional Copier Devices equipment requirements. The
current equipment being used by Shepherd University departments
and the request to provide pricing for similar equipment including
options for the machines is also included in this section. This
information will be submitted as Attachment E in the bidder's
response documentation.

Descriptive Literature: Bidder is responsible for providing
descriptive literature that provides a picture and specifications of
the merchandise being offered. Please provide this in Section F of
the bid submission.

References; Bidders shall include at least three (3) references in a
higher education institution or other similar background where such
products have been provided (Attachment G). Please include
og%anization, contact name, title, telephone number and email
address.

Vendor Exceptions: Describe any exceptions to the terms and
conditions contained within this document. Add comments about
the project or concerns the bidder (if any) may have regarding the
bid in Attachment H.



I Problem Resolutions: Please describe the actions that will be
taken to resolve issues related to new, broken, jammed, or
networking issues. Also include information regarding issues
related to damage that may occur while installation services are
being performed, and any other issues that may arise that must be
resolved expeditiously due to the time restraints of the installation
of the equipment (Attachment ).

SECTION 3-TECHNICAL SPECIFICATIONS

3.1 COPIER EQUIPMENT AND SERVICES REQUESTED

Shepherd University intends to select a qualified vendor to provide all multi-
functional copiers from one manufacturer, plus service, parts, labor and all
supplies, including toner and staples (excluding paper) for all black toner multi-
functional copiers and color copiers as specified in this document. The copier
equipment will be rented from the successful vendor and will not become the
property of the University. The qualified vendor will provide monthly pricing for



each copier that the University would be renting to replace the currently machine.
renting. The current copier listing will be identified at the end of Section 3.

3.2 CURRENT COPIER LEASES

The success vendor will be required to cancel or terminate all of its copier
contracts, if any, with the institution, or any department or unit thereof, existing at
the time of the award of contract hereunder and to roll all copier equipment
covered thereby into the new contract and to provide all new equipment. The
exception would be that any copier equipment that the successful vendor has
placed as new equipment in a department since January 1, 2017 and can be
identified as such by dated delivery slip, may remain at that location only and will
not require a new machine.

3.3 NETWORK CAPABILITIES

The equipment is to be installed with network printing components to be included
in all equipment.

3.4 DEVICE LENGTH OF TIME

Regardless of the length of time a device has been in place at the end of the
contract all devices must be removed at no penalty or additional cost to
Shepherd University.

3.5 EQUIPMENT MOVING

Shepherd University reserves the right to physically move equipment without
liability within Shepherd University. The vendor shali relocate copy equipment
from one location to another as the University deems necessary at no cost to the
University.

3.6 MINIMUM EQUIPMENT REQUIREMENTS

3.6.1 The successful vendor will provide copiers and related equipment,
materials and services. Shepherd University departments will not be
allowed to enter into any new agreements for copier equipment after the
award of contract. Approval would only be granted if an unusual need
and/or significantly reduced cost would not be met by the contract to be
awarded hereunder. '
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36.2

3.6.3

3.6.4

3.6.5

3.6.6
3.6.7

3.6.8

The successful vendor will be required to provide copying, network
printing, scanning, faxing components with the devices, install them, and
provide these capabilities.

The successful vendor will make a master bill for the University to pay
from so that all machines can be paid at the same time.

Vendors will provide their full suite of equipment and peripherals, per
manufacturer, of multi-functional devices and functionality for those
devices.

Devices must be new, not remanufactured or used.
Vendors cannot use 3" party financing.

Following is the institution’s definition of monthly copier volume per tier on
average:

Level 1: 0-500 Table Top Models
Level 2: 0-3,999

Level 3: 4.000-9,999

Level 4: 10,000-16,999

Level 5: 17,000-35,999

Requirements of Equipment
A. All equipment must be the current model for this technology at the
time of installation. If during the contract term technology changes or
models are added/removed/replaced by the manufacturer, the
newest model shall be used. The new equipment will be bound by
the same terms, conditions and prices as the original equipment.

B. Produce 8 %2 x 11 and 8 ¥ x 14 and 11 x 17 from the same size
original with these sizes on line at alt times, except level 1 where 11 x
17 can be handled through the by-pass tray.

Print at 600 x 600 true DPI from electronic or hardcopy original.

Must also be able to print/scan at a lower resolution than 600 x 600, if

needed.

Have Auto Image rotation or Automatic image orientation at all levels

except level 1.

Reduce or enlarge 25%-400%, except at level 1 where 50% to 200%

is acceptable

. Have Automatic document feeders that have a minimum capacity of

50 sheets except at level 1 where 30 pages are sufficient.

Feeder must scan originals at no less than 80% of rated prints per

minute of the unit.

Unlimited duplexing for all sizes originals 8 ¥2x 11 to 11 x 17. 1:2

and 2:2 capacities.

J. Automatic duplexing must not reduce the rate of copies per minute
more than 30%. ;

K. Console model or equipped with stand or cabinet with option to lock.

m OO0
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L. Internal copy control feature that provides a method to assign access
codes to all walk up and networked print jobs.

M. Have sufficient surge protectors to handle problems relating to power

surges.

If internal/external hard drives are required for additional features,

then they must be present and of sufficient capacity to fulfill the

requested customer need.

Security feature that prevents files remaining on the hard drive of the

unit from being accessible.

Have one operator's manual per unit.

Have the book copy feature that produces single and two sided

copies from book originals.

Be capable of all levels of N-up printing.

Have cable of adding PCL 6-E and Adobe Postscript 3 or Postscript 3

emulator as long as the emulator is 100% compatible with Adobe

Postscript 3 files.

Be capable of providing network printing components, installing them

and then providing network printing in the standard environments

defined.

U. Provide a feature that prevents a network-printing job from
automatically running when submitted, except at Level 1. There is to
be a mechanism that allows a user to submit a job and only upon
entering a code or card will the job print. There is to be a no recall
option for any job to be reprinted or copied after the original job is
completed.

V. Contain a setting that allows a walk-up user to have the next priority
after the current job is completed. This would mean that the walk-up
job would be run before the next pending print job.

W. Capable of walk up printing even though network printing problems
exist.

X. Capable of scanning to PCffile, email or FTP at all levels except 1.

Y. Scanning to create PDF files.

Z. Options for faxing must be available, if requested.

AA. All multi-functional devices, unless otherwise noted in levels 1-5
shall be a type that can image and feed cut size, 20 Ibs dual purpose
premium #4 sulphite bond recycled paper with 20% post-consumer
waste, grain long, white and ali colors of paper, letterheads, or pre-
printed paper.

BB. All devices shall be the stationary flatbed platen type.

CC. As new devices/options become available, the vendor will make
them available under the same terms of the contract.
Software/memory updates will be the responsibility of the vendor and
provided in a timely manner, and at no additional cost. At any time
during the contract period that the equipment originally bid is no
longer produced, the vendor must substitute a new model which
meets or exceeds all original bid specifications at the originally bid
price.

»m oW O Zz
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3.6.9 Minimum Specifications per Level 1-5
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Level 1-Must meet minimum requirements as listed previously plus
Copy Speed: Under 20 pages per minute
Paper Trays: Hold minimum of 500 total sheets

Level 2-Must meet minimum requirements as listed previously plus
Copy Speed: 20 pages per minute
Paper Trays: Must hold a minimum of 1000 sheets
At least 16 to 24 Ib. paper weight range
Internal Copy Control: Minimum of 100 codes capable of tracking .
printing and copying counts.
Finishing: Capable of offset sorting/stacking and multi-position
stapling

Level 3-Must meet minimum requirements as listed previously plus
Copy Speed: 30 pages per minute
Paper Trays: Must hold a minimum of 2000 sheets
At least 16-32 Ib. bond paper weight range
Internal Copy Control: Minimum of 100 codes capable of tracking
Printing and copying counts.
Finishing: Capable of offset sorting/stacking and multi-position

stapling.

Level 4-Must meet minimum requirements as listed previously plus
Copy Speed: 40 pages per minute
Paper Trays: Must hold a minimum of 4000 sheets
At least 16-32 Ib. bond paper weight range
Internal Copy Control: Minimum of 100 codes capable of tracking,
printing, and copying counts.
Finishing: Capable of offset sorting/stacking and multi-position
stapling.

Level 5-Must meet minimum requirements as listed previously plus
Copy Speed: 50 pages per minute
Paper Trays: Must hold a minimum of 4000 sheets
At least 16 bond to 70 Ib. text paper weight range
Internal Copy Control: Minimum of 100 codes capable of tracking,

printing, and copying counts.
Finishing: Capable of offset sorting/stacking and multi-position

stapling.
3.7 Additional Requirements of Self-Serve Copiers

» Meet minimum requirements as listed previously, plus:
e Copy Speed: 20-35 pages per minute
e Paper Trays: Must hold a minimum of 2000 sheets
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3.8

3.9

Must include booksaver and binderminder.

Each machine needs to be equipped to take a swipe card, cash or
coin, and provide change for coins up to a quarter.

Locations of copier and vending/debit card readers will be
determined by Shepherd University.

Vendor will assume all risk of loss due to theft or counterfeiting of
vending/debit cards. Shepherd University agrees to cooperate with
vendor in investigation of fraudulent use.

Requirements for Color Devices

Must meet minimum requirements as listed previously plus

Full color

Copy Speed: 30 pages per minute

Paper Trays: Must hold a minimum of 2000 sheets

At least 18-32 Ib. bond paper weight range

Internal Copy Control: Minimum of 100 codes capable of tracking
printing and copying counts.

Finishing: Capable of offset sorting/stacking and multi-position
stapling. '

Network Printing Minimum Requirements:

Must work for PC and MAC environments

Level 1 Must be able to connect to network via NIC card.
Level 2 & 3 Must have at least 233 MHz or greater print controller.
Level4 &5 Must have at least 600 MHz print controller

If there is not hard drive in the stand-along unit then the print
controller must have a hard drive large enough to perform the
requested workload.

Print Controller memory must be at least 256 MB except Level 1
where 128 MB is sufficient.

PCL 6-E and all software are required. If needed, Postscript level 3
emulators are required.

Print drivers must be able to support standard environment.

All firmware upgrades are to be included and instalied by the
vendor including those available from the internet.

90% of the unit features are to be available, but must include full
functionality of finishing, paper selection, and stapling.

Must allow the user to see the status of the multi-functional device
from their computer including but not limited to the following:
Printer error, paper jam, door open, machine offline, toner and
paper low, add toner and staples, and job complete.

Network cards required where necessary.
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o Network Protocols: TCP/IP, LPR/LPD/Raw IP, Nethios SMB,
IPX/SPX, Net BEUI, IPP, NDPS.

3.10 Qperational Requirements

3.1

3.11

Shepherd University expects vendor support in it continuance towards a
completely digital environment through acquiring and implementing
leading edge digital multifunctional technology.

Multifunctional Device Installation, Training, Removal and Relocation
Requirements:

Successful vendor will work with Shepherd University representatives to
install new devices. All installations and removals of equipment are to be
coordinated with the departmental representative after notification from
Procurement Services. Orders to install or remove equipment and
network printing components are to be completed within 31 calendar days
after the request is received by Procurement Services. The cost of these
services is to be included in the monthly rental rate. All installation costs
are to be included even when stairs, additional equipment, etc. are
required.

* The Vendor shall provide training for each specific copier focation
at the University upon placing the device. The service technician
must be able to provide training if needed. Follow-up training may
be set up for a later date after initial training has been done upon
delivery. Departmental staff will be trained in the removal of simple
misfeeds, the addition of supplies and toner, the cleaning
disciplines required by the specific device, and how to provide
meter readings as required. Departmental staff must also be
instructed in the routine necessary to acquire service, phone
numbers to call, and people to reach. Training will need to be
repeated from time to time due to new and transfer employees and
shall be provided by the vendor during the entire term of the
agreement. '

¢ Under no circumstances shall a removal fee be charged if the
equipment is removed because of unsatisfactory performance.

Loaner Devices

The vendor must be prepared to provide loaner equipment. Loaner
equipment is to be charged at the same prices as the original equipment.

3.12 Service Requirements
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3.13

3.14

3.15

It is required that at least one service technician be dedicated solely to the
Shepherd University campus. Regular work hours for the campus are
8:00 a.m. to 4:30 p.m. on business week days.

Physical response time will be monitored on all equipment and is not to
exceed two (2) hours for emergency (down equipment) calls, and four (4)
hours for incidental/preventative maintenance calls. Response time is
defined as the time from the point the call is placed until the technician
responds to the equipment. If the problem cannot be resolved in the
above time frame, the service technician must notify the department with a
plan of resolution. Recurring problems with a particular machine may
result in a detailed review. Successful vendor must obtain their own
parking permit and can do so by contacting the Shepherd University
Police Department. [t will be the sole responsibility of the vendor to
maintain response times with adequate technical personnel. The vendor
will provide a toll free dispatch number for cali to be used by the Shepherd
University staff twenty-four (24) hours per day, seven (7) days a week.

Supplies, Parts, and Service

All supplies and parts, except paper and transparencies, including
replacement parts such as but not limited to the following: Toner,
developer, drums, blades, organic photo conductors, safety retrofits,
rollers, belts, corona wires, platen, sensors, lenses, lubricants, PM Kits,
software, programming, emergency calls, staple wire including staples is
to be supplied by the vendor and included as part of the monthly charge.
An appropriate level of parts and supplies must be available. Vendor is
responsible for the performance and compatibility of the supplies and
parts to the equipment. Delivery of the requested supplies and parts must
be made within a two (2} days of the order.

Preventative Maintenance Service

The vendor will provide on-going preventative maintenance for all devices
to avoid unnecessary down time.

Record Keeping Service

The vendor will provide an electronic filing of all copiers machines and
their identification numbers indicating the machines location by campus,
building and room number. The vendor will also maintain and provide a
copy of the service records and preventative maintenance records on
each device as least once a quarter for the duration of the contract.
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3.16

317

3.18

Invoice Requirements

The vendor shall provide invoicing twelve (12} times per fiscal year (July
through June 30) based upon the monthly pricing for the rental provided
by the monthly-closing dates. All devices will appear on one (1) invoice
every month, the billing/invoice summary will show the following: Model
number, serial number, location of device, billing period, meter reading to
ensure that the number of copies of are within the allocated allowance. All
meter readings will be taken and submitted by the department. Invoices
are to be sent no later than 15 days after the end of the billing period.

This will ensure that the invoice expenses can be recorded in the
appropriate billing period for Shepherd University's financial statement

purposes. '

An example of billing/invoice must be provided as an example with the bid
submission.

Vendor Master Billing

Prorating will be expected on equipment that has not installed for an entire
month. It is requested that billing be made prior to the monthly end cycle.
Each month shall be considered an entire month, regardless of the
number of days in the month and the billing shall start on the date that the
machine was installed and continue through the end of the month. Billing
shall be on a monthly basis with no payments being made prior to
equipment being installed.

Vendor invoicing shall correspond to the same twelve (12) periods
specified. Vendor invoice shall be prepared such that each device
location is listed separately along with the beginning meter reading and
date, ending meter reading and date, and the number of copies made by
location. The master vendor invoice shall show the total copies made by
all devices and bill. This will ensure that the responsible department is
within the allocated copy ailowance per the machine.

Administrative Requirements

3.18.1 Vendor must participate in quarterly meetings or more often as
requested.  Written reports are to be provided with the following:
« Monthly average response time to service calls, listing how
many individual service calls met expected response time.
e Plan of action for any devices with more than three calls.
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e Report detailing service calls per unit.
» Report of any irregularities in copy volume, or specific
service needs.

3.18.2 The vendor shall, when requested, will meet with personnel of the
University to communicate information about changes or
advancements in the Copier Equipment Industry, which could affect
the University or a specific department within the University. In
addition, when requested, the vendor shall meet with any
department, or any employee of the University to rectify any
situation which may occur which could potentially be harmful
between the University and the vendor.

3.19 ADDITIONAL INFORMATION

Additional requirements are being placed on this bid:
A. Time is of the essence, and delivery may be considered in making
an award. Merchandise must be delivered within the timeframe
indicated in the bid.

B. Brands, models, and functions identified in the current equipment
spreadsheet are shown are to be used to indicate the level of
performance and quality of the equipment required. Pricing
identified should include the monthly base price of the machine.
Pricing should aiso include options that could be exercised for the
machine as this will be dependent upon the University department’s
use and needs of the machine.

C. Please include descriptive literature of the equipment being offered.

D. Failure of successful proposer to make delivery as quoted herein
will be considered sufficient cause for cancellation.
3.20 RESOLUTION OF ISSUE(S)

Vendor should describe the action(s) that will be taken to resolve the items that
are damaged when delivered, any issues that arise when installing equipment,
damage that may occur to any building, or any other issues that arise related to

the contract.

3.21 CURRENT COPIERS

The list of current copiers that are being used at the Shepherd University
campuses is identified below:

I Location / department l Make l Model ! Notes
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Martinsburg Center in

Martinsburg Ricoh MPC5502
, WorkCentre
Library 2nd floor Xerox 7120 Pay to Copy
WorkCentre
Library 2nd floor Xerox 4250 Pay to Copy
Moler / SUPD Ricoh C20603
Martin / Honors None
Wellness Ctr. room 112 Ricoh MP C3503
Butcher 218B / Athletics & Aficio MP
HPERS Ricoh 6002
AltaLink
Frank 113 / Music Xerox B8055
Miller / Res. Life Ricoh MP C4504
CCAIroom 218/ Artand AltaLink
Theatre Xerox C8045
Konica
Facilities Minolta Bizhub C253
EOB 226 Ricoh MP C4504
Dining Hall Upstairs Ricoh MP401
Dining Hall G1A Ricoh MP C3004
Gardiner 109 Ricoh MP C3004 ex
Gardiner G18 Ricoh MP C3004
Gardiner G13 Ricoh MP C307
Aficio MP
Tkenberry LO7 Ricoh 2852
Tkenberry 107 Ricoh MP C4504
Aficio MP
Ikenberry 212 Ricoh 301spf
Aficio MP
Tkenberry 217 Ricoh 2852
Student Center 122 Ricoh MP C4503
Aficio MP
Student Center 216 Ricoh C3001
Human Resources Ricoh MP C3503
White Hall 230 Ricoh MP 6002
White Hall 330 Xerox WorkCentre 5955i
Knutti 105 Ricoh MP 4054
Knutti 220 Ricoh MP 5054
McMurran Ricoh MPC 2551
Byrd Science 212 Lanier LD122 Grad Studies
Phaser 8560
Byrd CHE Main Office Xerox MEP
WorkCentre Copy only/ not
Byrd CHE 2nd Floor Workroom | Xerox MI118 networked
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Academic Support Center -
Library Ricoh MP 3544

Student Center Ricoh MP C5502A

SECTION 4-EVALUATION CRITERIA

To be considered responsive, the bidder must complete the Bid Form located in
Section 3.

The University reserves the right to drop from consideration:
Those items that not all bidders submitted a bid;
Those items that were not bid as specified.

In addition, the University will consider:
The ability, capacity, and skill of bidder to perform the contract or provide
the services required;
The character, integrity, reputation, judgment, experience, and efficiency
of the bidder.

The University reserves the right to make calculations to aliow comparisons.

Comparison may be made among the three different areas listed in Section 3 to
evaluate the most cost advantageous Bid being offered to the University.
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SECTION 5- GENERAL CONTRACTUAL TERMS AND CONDITIONS

ACCEPTANCE: Seller shall be bound by this Order and its terms and conditions upon
receipt of this Order. This Order expressly limits acceptance to the terms and conditions
stated herein. Additiona! or different terms proposed by the Seller are objected to and are
hereby rejected, unless otherwise provided for in writing by the Buyer and approved by
the Attorney General. _

APPLICABLE LAW: The laws of the State of West Virginia and the Procedural Rules of
the Governing Board having jurisdiction shall govern all rights and duties under the
Contract; including, without limitation, the validity of this Purchase Order/Contract.

ARBITRATION: Any references to arbitration contained in the agreement are hereby
deleted. Disputes arising out of the agreement shall be submitted to the West Virginia
Court of Claims.

ASSIGNMENT: Neither this Order nor any monies due, or to become due hereunder, may
be assigned by the Seller without the Buyer's consent.
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10.

1.

12.

13.

14.

15.

18.

17.

BUYER: For the purposes of these Terms and Conditions, the "Buyer" means the
institution purchasing goods and services for which a Purchase Order has been lawfully
issued to the Seller.

CANCELLATION: The Buyer may cancel any Purchase Order/Contract upon 30 days
written notice to the Seller.

COMPLIANCE: Seller shall comply with all federal, state and local laws, regulations and
ordinances including, but not limited to, the prevailing wage rates of the W. Va. Division of
Labor, if applicable.

DELIVERY: For exceptions to the delivery date as specified in the Order, the Seller shall
give prior notification and obtain the approval of the Buyer. Time is of the essence of this
Order and it is subject to termination by the Buyer for failure to deliver on time.

HOLD HARMLESS: The Buyer will not agree to hold the Seller or any other party
harmless because such agreement is not consistent with state law; therefore, such a

provision is void and of no effect.

MODIFICATIONS: This writing is the parties’ final expression of intent. No modification of
this Order shall be binding unless agreed to in writing by the Buyer.

NON-FUNDING: All services performed or goods delivered under this Purchase
Order/Contract are to be continued for the terms of the Purchase Order/Contract,
contingent upon funds being appropriated by the Legislature or otherwise being made
available. In the event funds are not appropriated or otherwise available for these services
or goods, this Purchase Order/Contract becomes void and of no effect after June 30.

ORDER NUMBERS: Contract Order numbers or Purchase Order numbers shall be clearly
shown on all acknowledgments, shipping labels, packing slips, invoices and
correspondence.

PAYMENTS AND INTEREST ON LATE PAYMENTS: Payments may only be made after
the delivery of goods or services. Interest may be paid on late payments in accordance '

with the West Virginia Code.

RENEWAL: Any reference to éutomatic renewal is hereby deleted. The Contract may be
renewed only upon mutual written agreement of the parties.

REJECTION: All goods or materials purchased herein are subject to approval of the
Buyer. Any rejection of goods or materials resulting in nonconformity to the terms,
conditions or specifications of this Order, whether held by the Buyer or returned to the
Seller, will be at the Seller's risk and expense.

SELLER; For the purposes of these Terms and Conditions, the "Seller" means the vendor
whose quotation, proposal, proposal or expression of interest has been accepted and has
received a lawfully issued purchase Order from the Buyer.

SHIPPING, PACKING, BILLING & PRICING: Unless otherwise stated, all goods are to be
shipped prepaid, FOB destination. No charges will be allowed for special handling,
packing, wrapping, bags, containers, etc., unless otherwise specified. All goods or
services shall be shipped on or before the date specified in this Order. Prices are those
that are stated in this Order. No price increase will be accepted without written authority

from the Buyer.
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18.

19.

20.

TAXES: The State of West Virginia (the Buyer) is exempt from Federal and State taxes
and will not pay or reimburse such taxes.

TERMINATION: In the event of a breach by the Seller of any of the provisions of this
contract, the Buyer reserves the right to cancel and terminate this contract forthwith upon
giving written notice to the Seller. The Seller shall be liable for damages suffered by the
Buyer resulting from the Seller's breach of contract.

WARRANTY: The Seller expressly warrants that the goods and/or services covered by
this Order will: (a) conform to the specifications, drawings, samples or other description

furnished or specified by the Buyer; (b) be merchantable and fit for the purpose intended;
(c) be free and clear of all liens, claims and encumbrances of any kind; and/or (d) be free

from defect in material and workmanship.

ATTACHMENT A
BID RESPONSE CERTIFICATION

SHEPHERD UNIVERSITY

DATE

The undersigned, as bidder, declares that he/she has read the Request for
Bids and the following bid is submitted on the basis that the undersigned, the

company and its employees or agents, shall meet, or agree to, all
specifications contained therein. It is further acknowledged addenda numbers

fo have been received and were examined as part of the RFB

document.

Name of Bidder
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Signature of Bidder

Title

Firm Name

Street Address

City, State, Zip

Telephone

. Facsimile Number
ATTACHMENT B
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W State of West Virqinia
atame VENDOR PREFERENCE CERTIFICATE

Ceitifization and appication is hereby made for Preference n accordance with West Virginia Code, §6A-2-37. {Docs notapply to
constructian contracs). West Yirgintz Code, §8A-3-37, provides an opportunity for qualifying vendors io request (a1 the ime of bid)
preference for their residency ststve, Such preference 15 an eva'uation method coly and wil be sppked only to the cost bid in
accordance with the Wes¥ Virginia Code. This cevtificate for appication Is te be used ip request such prefecence. The Purchasing
Divzion wil make the delermination of the Vendor Preference, ff applisabie.

5. Application is made for 2.5% vendor preference for the reason checked:

Bidderis anindhidual resident vendor and has resided continuously in West Virginia, or bidder is a parinerstip, assoriation
or oprporation residant vendor and has malrtained iis headquarters or prindpal placa of business continuously in West
Virginia, for four (4) years immediately precading the date of this cerlification; or,

Bidder Is a resideni vendor partnership, association, of corparation with at least eighly percent of ownership interast
of bidder held by another entity that meets the applicable four year residency requirement; or,

Bidderis anonresident vendorwhich has an afffiats or stbsidiary which employs a minimum of one hundred siate residents
and which has mamiained its headquarters or principal place of business wilhin West Virginla continuously for the four {4)
years inmedislely preceding the date of ths cedification; or,

2. AppHoation is made for 2.5% vendor preference for the reason checked:
Bikder is a resident vendor who oxtifias that, during the He of the confract, on average at least 75% of {he emplayees
working en the projoct being bid are re sidants of West Vaginia who have reslded in the state conSnueosty for the two years
immediately preceding submission of this bid; or,

3 Application is made for 2.6% vendor preference for the reason checked;

Biddar is a nonresident vendor thal employs a rindimum of one hundred state residents, or a nooresident vendor which
has an affifate or subsidiary which mainlains its headquarters or principal place of business vithin West Virginia and
employs a minmum ofone hundred state residents, and for purposas of producing o distributing the commodities of
completing the project which is the subject of the bidder's Bid and cantinuously over the entre term of the project, on
average al least seventy five percent of the bidder's employses o the bidder's affiiale’s or subsidian/'s employees are
1esidents of West Virginla who have resided in the state contimsousty for the bwo immediztely preceding years and the
vendor's bid; or,

4, Application Is made for 5% vendor preference for the reason checked:

Bidder meets ether the requirement of both subdivislons { ) and (2) or subdivision (1) and {3} s stated above; or,

&, Application is made for 3.5% vendor preference who is 3 veteran for the reason checked:

Bidder is an ndividual resident vendos who s a veteran of the United Stalas armed forcas, the reserves or the Nationsl Guard

and has resided in West Virginia conSnucsty for the four years imimedialely [receding the date on which the bid is

submitled; or,

[ Application is made for 3.5% vendor preferense who Is a veteran for the reason checked:

__ Budder aresident vendor who is a veteran of the United States armed foroes, the ressrves o the Masonal Guard, #, for
purposes of producing or distibutng ihe commedites or compieting fia project which 5 tha subject of the vendor's tidand
continucusly aver the entire tem of the prajedt, on average alleast seventy-five parcentof the vandor's employees are
residents of West Virginia who have resided in the state continuously for the bao immetfiately preceding years.

7, Application is made for preference as a non-resident small, women- and minerity-owned business, in accar-

dance with West Virginia Code §5A-3-59 and Wes! Virginls Code of State Rules,

Biddee has been or expects to be approved pror ta contrad aweard by the Purchasing Division as a cartifed smal, wormen-

8. Application is made for reciprocal preference,

_ . Bxderis aWest Virginia resisent and i requesting rec’procal preference to the extent thatit apples.

Bidder underslands ¥ the Secnetary of Revenue delenmines that a Bidder receiving prefarenca has fafied to contave to meet the

requirerments for such preference, the Secretary may order the Direclor of Purchasing 10: (a}reseind the contracior purchaseocder,

or (b} assess a penalty against such Bidder in an amount not to execed 5% of the bld amount and that such penalty vitbe pakito
the ponlracting agency or deducted from amy unpald bafance on the conract or purchase crder.

By submission of this cerlificale, Bidder agrees to disdcse any reasonably requested information to the Furchasing ivisicn and

authoiizes the Departmant of Revenue 1o dsdose to the Direct or of Purchasing appropriate nformation vedifying that Bidder has paid

the required business tates, provided that such Information dees not centain the amounts of taxes paid nor any othes inforrmation
deemad by the Tax Commissioner 1o be confidentia,

Bidder hereby certifizs that this cerfificate i tnre and sceurate in all respects; and that if 2 contract is issued to Bidder

and if anything contained within this cerificate shanges during the term of the contract, Bidder witl notify the Purchas-

ing Division in writing Inmediately,

Bidder: Signed:
Date: Tie:
Check any CHMBNALN oF pRfErence Consloaratinas) Iaaled above, Akh you & enftied & fecelve:

ATTACHMENT C
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STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

CONSTRUCTION CONTRACTS: Urder W. Va Code § 5-22-1(@). tha confracting public eality shal not award a
construction contract lo any bidder that 1s known o be in defauk on any monetary obligation owed to the state or a
potitical subdbvision of the state, including, bul nat Imited to, obligatons refated to payrod taxes, property taxes, sales and
use taxes, fire servics fees, or other fines or fees.

ALL CONTRACTS: UnderW. Va. Code §5A-3-10a, no conlract or renewal of any contract may be awarded by tha siate
or any of its potiseat subdivisions {o any verdor o7 prospective vendor when the vendor or prospective vendor or a related
party to the vender or prosgective vendor is a debtor and: {1) the debt owed Is an amount greater than one thousand
dollars in the aggregate; or (2) the deblor is in employer default.

EXCEPTION: The protibson lisled shove does not apply where a venidor has contested any tax admiristered purstant to chapter
eleven of the W. Va. Code, workers' compensation premium, pemit fee or ervironmenta! fee or assessment and the matter has
rot baooene Final or where the vendor has enfeted info a payment plan or agreement and the vendor is not in defaull of any of the
peovisions of such plan oF agreement.

DEFINITIONS:

“Debt” means zny ascessment, premium, penally, fine, tax or offier amount of monay owsd 1o the state or any of is poliicd
subdivisions beeause of @ lidgment, fre, pamit violation, Foense assessment, defavited workers' compensation pramium, penalty
or other assessment presently definguent of due and required to ba paid to the state or aay of its poltical subdivisions, induding
any interest or addifonal penalies acoyed thereon,

“Employer default™ means having an cutstandng balance or Eabifty to the old fund o o the uninsured employers fund or being
1 poficy detault, a5 dafined n W. Va. Code § 23-70-2, falure b malntaln mandatory woskers' compensaSion coverage, of ladwre to
fully et 4s cbbgatons a5 3 workers’ ecmpensation self-nsured employer. An empioyer s not b employer default if it has entered
o a repayment agreement with Tha Insurance Commissioner and remains In ctanptane with e obipalions tnder the
TEPRYTENE agreement.

“Redated party” means a party, whether an indiidual, corporation, parnership, assodiation, lmited SabTly company or any otier
form of business associaton o other entty whatseever, related lo any vendor by blocd, mamiage, ownerchip of conbract throuigh
which the party has a relationship of oamership or other intezest with the vendor <o that the pardy Wil actually or by effact recaive o
contol 3 porton of Hie bene, poft or other consideration from performance of a vendor contract with the party teceiving an
amount that meels o exceed fve peroent of the total confract amount.

AFFIRMATION: By signing this form, the vendor's authorized signer affirms and acknowledges under penaity of
taw for false swearing (W, V2. Code §61-5-3) that: (1) for construction contrasts, the vendor is not In default on
any monetary obligation owed Lo the stale or a political subdivision of the state, and (2] for all other contracts,
that neither vendor nor any related party owe a deb! a5 defined abave and that neither vendor nor any related
party are In employer default as defined above, unless the debt or employer defaull is permitfed under the
exceplion above.

WITHESS THE FOLLOWING SIGNATURE:

Vendor's Name:

Authorized Sigrature: Date:

State of

County of » Yo-wdk

Faken, subsctibed, and svom o belore me this ___ dayof 0__ .

Wy Commission expies L0

AFFIX SEAL HERE NOTARY PUBLIC

Purchasing AMKIEVT fRevised 01162018
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ATTACHMENT D-DISCLOSURE OF INTERESTED PARTIES

West Virginia Ethics Commission

Disclosure of Interested Parties {o Contracts

Pursuant 1o W, Va. Code § 60-1-2, & slafe agency may not enter into a conlract, or a series of related
contracts, that hasfhave an actual or estimated value of $100,000 or more until the business entity submils
to the confracting state agency a Disclosure of nterested Parties to the applicable contract. In addition,
the business entity awarded a conlrat! i3 ohligated to submit a supplemental Disclosure of Interesied
Parties refiecting any new or differing inferested parties lo the contract within 30 days following the
completion or terménation of the applicable contract.

For purposes of complying with these requirements, the foliowing defintions apply.

“Business entily” meana any entity recognized by law through which business is conducted, including a
sole proprietorship, paitnership or corporation.

“Inferested party” or *Interested parlies” means:

{1} A businass enfity performing work of sarvice pursuant to, or in fudherance of, the applicable contract,
including specifically sub-conbractons;

{2) the person{s) who have.an ownership interest equal to or greater than 25% in the business entity
performing work or service pursuant to, or In furtherance of, the applicable contract. {This subdivision
doss not apply {o a publicly traded company), and

(3} the person or business entity, i any, that served as a compensated broker or Intermediary to actively
facifitate the applicable contract or negotiated the termsof the applicable contract with the stale sgency.
(This subxivision does not apply lo persons or business entilies performing legal services relfated to
the negotiation or drafling of the applicalie contrack)

=State agancy” means a board, comnission, office, depariment or other agency in the executive, judicial
or legislative branch of siate govemment, including pul¥icly funded instituions of higher education:
Pravided, that for purposes of W, Va. Code § 60.1.2, the West Virginla Investment Management Board
shall not be deemed a stale agency nor subject to the requirements of that provision.

The contracting business entity must complete this form and submiét it to the contracting state agency pricr
to contract award and to complete another form within 30 days of confract completion or termination.

This form was crealed by the State of West Virginia Ethics Convnission, 210 Brooks Street, Suile 300,
Charlesfon, WV 23301-1804, Telephone: (304)558-0664; fax: (304)508-2169; e-mail: elhicsfwy.goy;
website: Biar.ethics Weooy.

Revized Celober 7, 2017
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West Virginta Ethics Commission
Disclosure of Interested Parties to Contracts
{Required by W. Va. Godz § 60-1-2)

Contracting Business Enfity: Address:
Authorized Agent: Address;
Contract Number: Contract Description:

Governmental agency awarding contract:

O Check here if thls Is 5 Supplemental Disclosure

List the Names of Interested Parties to the contract which are known or reasanably anticipated by the contracting business
entity for each category below {altach additional pagss if necessary).
1. Subconiractors or other entities performing work or sefvice under the Conlract

{1 Check here if none, olhenviee kst entityfindividual names below.

2. Any person or entity who owns 25% or niore of contracting entity (not applicable to publicty traded entitias}
{1 Check here if none, otharwise list entityfindividual names below.

3. Any person or entity that facilitated, or negotiated the terms of, the applicable confract {excluding legal
services related to the negotiation or drafting of the applicable contract)

] Check here if none, othenyise fiat enlitylindividual names below.

Signatura: Date Signed;

Nofary Verification

State of , Caunty of

I , the avthorized agent of the contracting business

e'nﬁty hsted above, being duly swom, acknowledge that the Disclosure herein is belng made under oali and under the
penalty of perury.

Taken, swom 1o and subseribed before me this day of

Motary Public’s Signalure

Date Recefved by State Agancy:
Drate submitted to Ethics Comnission:
Govemnmental agency submitting Disclosure:

Revieed Oclober 7, 2017
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ATTACHMENT E
PRICE SUBMISSION FOR REPLACEMENT MACHINES ON A PER MONTH BASIS

INCLUDE OPTIONAL FUNCTIONS AS SEPARATE PRICING

29



" ATTACHMENT F

DESCRIPTIVE LITERATURE OF ALL EQUIPMENT BEING OFFERED
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ATTACHMENT G

REFERENCES
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ATTACHMENT H

VENDOR EXCEPTIONS
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ATTACHMENT |

PROBLEM RESOLUTIONS

33



