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SECTION ONE
GENERAL INFORMATION AND REQUESTED PRODUCTS/SERVICES

INTRODUCTION

In accordance with Indiana statute, including IC 5-22-9, the Indiana Department of Administration (IDOA) requires the services of a vendor to provide digital black-and-white and color copiers; MFDs (multifunctional devices, copier and printer based); facsimile machines; scanners; and related document equipment, supplies, and services to all State of Indiana agencies. It is the intent of IDOA to solicit responses to this Request for Proposals (RFP) in accordance with the statement of work, proposal preparation section, and specifications contained in this document.  This RFP is being posted to the IDOA website (http://www.IN.gov/idoa/2354.htm) for downloading.  A nominal fee will be charged for providing hard copies.  Neither this RFP nor any response (proposal) submitted hereto are to be construed as a legal offer.

DEFINITIONS AND ABBREVIATIONS

Following are explanations of terms and abbreviations appearing throughout this RFP.  Other special terms may be used in the RFP, but they are more localized and defined where they appear, rather than in the following list.

	Acceptance
	The designated period following completion of installation and related training activities.  During the acceptance period, the State will evaluate all features and performance of the equipment and network connectivity to ensure proper working conditions

	Contractor
	An offeror as defined in IC 5-22-2-18 that is awarded a QPA resulting from this RFP 

	CPC
	Cost per copy	(For the purposes of this RFP, copy refers to impression produced by the equipment.  Please refer to the definition of impression listed below.)

	CPM
	Copies per minute, a measure of machine impression capacity

	Certified Vendor
	Vendor who is certified by the Manufacturer to perform maintenance on multi-functional devices

	Devices
	Items of hardware falling into one of more of the following categories: multi-function devices (MFDs), copiers, facsimile machines, and scanners

	Discontinued
	No longer available

	Distribution Center
	The warehouse facility which holds inventory from manufacturing pending distribution

	Down or Downtime
	When work cannot be processed or accurately completed due to a malfunction in the hardware or software that prevents the accomplishment of the intended function(s) of the device

	IAC	
	Indiana Administrative Code

	IC
	Indiana Code

	Full Time Equivalent
(FTE)
	The State defines FTE as a measurement of an employee's productivity on a specific project or contract.  One (1) FTE equals one (1) Indiana resident employee fully engaged in the execution of activities or services germane to the scope of work included in this solicitation and the resulting contract; forty (40) hours a week, fifty-two (52) weeks a year.

	Implementation
	The successful delivery and implementation of the products/services required by this solicitation at the Indiana Government Center as specified in the contract resulting from this RFP

	Impression
	Any image produced by equipment relevant to this RFP, by photocopying or printing on substrata including, but not limited to, paper, transparencies, envelopes, and labels. Blank pages located on the back of single-sided prints or copies, or contained in multi-page documents, shall not be considered impressions.

	Installation
	The delivery and physical setup of products or services requested in this RFP

	K-12Indiana
	Partnership between the State of Indiana and Education Service Centers of Indiana encompassing public schools, grades Kindergarten through 12th grade and gives these schools the purchasing advantage of statewide-negotiated contracts.

	LAN
	Local Area Network

	LibraryIndiana
	Partnership between the State of Indiana and the Indiana State Library to provide access to statewide-negotiated contracts to all Indiana libraries.

	Multi-Functional Devices (MFDs)
	Machines found in Buyers Lab, a trade journal, and identified there as a Multi-functional Device (MFD), or have been proposed for such listing, and meet criteria for such publication

	MSRP
	Manufacturer’s Suggested Retail Price

	New Equipment
	New business class model in current production. Composed of previously unused components, whether manufactured from virgin material, recovered material in the form of raw material, or materials and by-products generated from, and reused within, an original manufacturing process; provided that the equipment meets contract requirements, including but not limited to, performance, reliability, and life expectancy.  Models not approved for general mainstream production and delivery shall not be acceptable. Used, newly manufactured, shopworn, demonstrator, discontinued, prototype, rebuilt, reconditioned, refurbished, remanufactured to like new condition by the original manufacturer, or third party reconditioned equipment, and equipment containing any such parts shall not be accepted.  

	Office Equipment
	Digital black-and-white and color copiers; MFDs; facsimile machines; scanners; and related document equipment, supplies and services

	OneIndiana
	Operating with New Efficiency (ONE) Indiana is an initiative launched in 2005 to benefit the State’s overall budget by providing access for other governmental bodies throughout the State of Indiana to purchase off of the State’s QPA contracts.

	Other Governmental Body (Entity)
	An agency, a board, a branch, a bureau, a commission, a council, a department, an institution, an office, or another establishment of any of the following:
(1) The judicial branch.
(2) The legislative branch.
(3) A political subdivision (includes towns, cities, local governments, etc.)
(4) A state educational institution

	Products
	Tangible goods or manufactured items as specified in this RFP

	Proposal
	An offer as defined in IC 5-22-2-17

	Purchaser
	An office of the Executive Brand of the State of Indiana or any Other Governmental Body that purchases Office Equipment through the QPA resulting from this RFP 

	QPA
	Quantity Purchase Agreement – Statewide agreement resulting from this RFP

	Refurbished
	Equipment that is stripped down and cleaned, with all broken, stained, or worn parts discarded.  The equipment is then assembled with new or used parts to like new condition.  No warranty is provided.

	Remanufactured
	Equipment that is stripped down and cleaned, with all broken, stained, or worn parts discarded.  The equipment is them assembled with all new parts and tested to OEM (Original Equipment Manufacturer) specifications to ensure quality.  Warranty is provided.

	Respondent
	An offeror as defined in IC 5-22-2-18.  One entity or individual must be clearly identified as the Respondent who will be ultimately responsible for performance of the contract.

	Services
	Work to be performed as specified in this RFP

	State
	The State of Indiana

	State Agency
	[bookmark: IC4-13-1-1]As defined in IC 4-13-1, “state agency” means an authority, board, branch, commission, committee, department, division, or other instrumentality of the executive, including the administrative, department of state government.

	Supplies
	Tangible goods used in the course of operating or using equipment relevant to this RFP, including such items as toner, staples, transfer drums, fuser components, fuser assemblies, other parts, and documentation.  Paper shall not be included in this definition.  Toner shall not be included in this definition for fax machines.

	Vendor
	Any successful Respondent selected as a result of the procurement process to deliver the products or services requested by this RFP

	Virgin Material
	Previously unused raw material, including previously unused copper, aluminum, lead, zinc, iron, other metal or metal ore; or any undeveloped resource that is, or with new technology will become, a source of raw materials

	WAN
	Wide Area Network

	Warranty
	In commercial and consumer transactions, a warranty is a collateral assurance or guarantee that certain facets of an article or service sold is as factually stated or legally implied by the seller, and that often provides for a specific remedy such as repair or replacement in the event the article or service fails to meet the warranty



PURPOSE OF THE RFP

[bookmark: _Toc118220291]The purpose of this RFP is to select a vendor that can satisfy the State, K-12, and local entities’ need for the purchase of facsimile machines and the lease of digital black and white copiers; multi-functional devices (MFDs); scanners; and related document equipment, supplies, and services. It is the intent the State, K-12, and local entities to contract with a vendor that provides quality products and excellent service as specified within this RFP, at the most competitive price.

1.3.1 	OneIndiana
 
In 2005, the State of Indiana launched the Operating with New Efficiency (ONE) Indiana initiative to benefit the State’s overall budget.  The practices and principles established under OneIndiana continue to be used in solicitations to establish State QPA contracts.  In 2008, the OneIndiana initiative was expanded to reach other governmental bodies throughout the State of Indiana.  OneIndiana.net is a secure and credentials based website which provides other governmental bodies access to products and services available through State QPA contracts.  In addition, the portal provides browsing and purchasing services (such as custom catalog management, cutting POs, and automate approval processes).  Licenses are fully funded for each committed local governmental body by the State.  As of early 2014, active licenses have grown to 1,699 spread across 620 entities.  

1.3.2 	K12Indiana
 
Following the same practices and principles of the OneIndiana initiative, this program is a unique partnership started in 2010 between the State and the Central Indiana Education Service Center (CIESC). The partnership allows the IDOA and partner Educational Service Centers (ESC) to provide K12 entities access to State and ESC purchasing contracts for a wide range of products and services that schools regularly purchase.  K12Indiana.com is a secure and credentials based website which provides K12 entities access to State and ESC purchasing contracts.  In addition, the portal provides similar browsing, price comparison, and purchasing services to the OneIndiana website.  Licenses are fully funded for each committed public school by the State and partner ESC’s.  The K12Indiana Project Team and partner ESC's are marketing the K12Indiana.com purchasing system and purchase agreements.  In the last few years, active licenses have grown from 500 to 3,847 spread across 310 K12 entities.  Recent enhancements made to the K12Indiana.com purchasing system will yield additional licenses and K12 entity adoption.

1.3.3 	LibraryIndiana 

LibraryIndiana began in 2012 as a partnership between IDOA and the Indiana State Library (ISL).  Similar to K12Indiana it is the full E-procurement portal with the same functionality and advantages.  The site is tailored to public and academic libraries around the state and contains catalogs from IDOA, the ESCs and ISL.  Active licenses have already grown to 444 across 246 library entities.

SUMMARY SCOPE OF WORK

Introduction

This RFP covers the leasing of Office Equipment and the purchasing of facsimile machines made by State agencies. This RFP is expected to result in a state-wide Quality Purchasing Agreement (QPA) that will enable all State agencies to purchase Office Equipment through the awarded Respondent. Currently, the State has one QPA in place for Office Equipment. The State’s goal is to maintain standardization of the devices being acquired and to channel most acquisitions to the vendor/device configurations that are capable of being highly functional at the lowest price possible, without sacrificing quality.

Furthermore, Other Governmental Bodies may utilize the QPA negotiated by the State.  While Other Governmental Bodies’ participation in State contracts and QPAs is not mandatory, it is the State’s goal to continue to encourage Other Governmental Bodies to use the price agreement(s) resulting from this RFP.  Increased utilization by these entities significantly enhances the business opportunity for the winning Respondent without having to participate in additional RFP processes individually with these entities.  

The State however, is not responsible for the transactions between the awarded Respondent and these entities.  All Other Governmental Bodies using State contracts and QPAs are expected to follow the contractual terms and conditions specified in those agreements.  The awarded Respondent is required to provide and extend pricing for Office Equipment to Other Governmental Bodies.

The State may award all or part of this RFP based on the best interests of the State.  To maximize your chances of success in this process and to have the opportunity to acquire a substantial portion of the State’s business, we strongly encourage you to provide an aggressive response to this RFP.  The pricing, quality, and service levels obtained through this process are expected to be significantly more aggressive than those that the State or any comparable State entity may currently have with your company.

The Office Equipment machines in the scope of this RFP are:

	Office Equipment 

	Black-and-White Copiers

	Black-and-White Multi-Functional Devices

	Color Multi-Functional Devices

	Facsimile Machines

	Scanners

	Supplies and Maintenance Services



Current Purchasing Profile

The following table is provided to inform Respondents of the current copier/MFD installed across the State’s agencies through the current QPA, according to the State’s defined segments.  This information is an estimate based on available inventory data, and vendors are invited to use this information as a starting point when making proposals designed to meet the State’s business needs.  However, this should not be construed as a guarantee of the volume of future business a successful Respondent may hope to receive: 

Copiers and MFDs Leased across State Agencies (June 2011 – March 2014) 

	Black & White
	Number of Machine Placements

	Band
	CPM Capacity
	Jun-11 to Dec-11
	Jan-12 to Dec-12
	Jan-13 to Dec-13
	Jan-14 to Mar-14
	TOTAL

	Segment 1
	10-19 CPM
	31
	51
	31
	6
	119

	Segment 2
	20-29 CPM
	2
	0
	0
	0
	2

	Segment 3
	30-39 CPM
	55
	26
	16
	3
	100

	Segment 4
	40-49 CPM
	108
	80
	15
	0
	203

	Segment 5
	50-59 CPM
	34
	65
	31
	4
	134

	Segment 6
	60-69 CPM
	183
	153
	94
	23
	453

	Segment 7
	70-79 CPM
	15
	28
	10
	7
	60

	Segment 8
	80-89 CPM
	3
	7
	3
	0
	13

	Segment 9
	90+ CPM
	4
	9
	1
	2
	16

	TOTAL
	435
	419
	201
	45
	1100



	Color
	Number of Machine Placements

	Band
	CPM Capacity
	Jun-11 to Dec-11
	Jan-12 to Dec-12
	Jan-13 to Dec-13
	Jan-14 to Mar-14
	TOTAL

	Segment 1
	10-19 CPM
	0
	0
	0
	0
	n/a

	Segment 2
	20-29 CPM
	33
	23
	19
	7
	82

	Segment 3
	30-39 CPM
	4
	0
	0
	0
	4

	Segment 4
	40-49 CPM
	64
	48
	33
	6
	151

	Segment 5
	50-59 CPM
	37
	90
	24
	7
	158

	TOTAL
	138
	161
	76
	20
	395



Between June 2011 and March 2014, State Agencies entered leases for Copiers and MFDs through the current QPA with a total value of over $14.5 million. This value represents the sum of the total lease amounts and the estimated maintenance fees over the terms of all the leases entered in this time period. This does not represent the total amounts invoiced to the State over the time period. Out of the $14.5 million, about $10.5 million was spent on leasing the equipment and about $4 million was spent on maintenance and supplies. 

Approximately 42% of the units were for State agencies based in Marion County. Laporte County purchased the second highest number of devices that represents about 3% of contract spending. For a complete breakdown of State Office Equipment leases by County, refer to Attachment H. These estimates do not include any purchases made by Other Governmental Bodies. Because this number is based on past usage and may fluctuate up or down, the State is not in a position to guarantee that future spending will be at these levels. Nevertheless, this amount is provided as an aid to vendors in responding to this RFP. 

Other Governmental Bodies comprise a significant portion of the total dollar volume running through the QPA but the State is not in a position to guarantee that future spending by Other Governmental Bodies will be at these levels. To better assess local and K-12 spending volume in the future, the State expects all Respondents to provide detailed reports on Other Governmental Body spending as detailed in Section 1.4.5.2. 

All figures in this sub-section are only an estimate and are not to be construed as an amount or volume to be offered under this RFP.  

Scanner Purchases/Leases across State Agencies
Scanners were added to the QPA in 2013. Historically, scanners orders across the State Agencies have been split evenly across purchases and leases. The State anticipates interest in future purchases/leases volume from Other Governmental Bodies (libraries in particular).

Faxes Purchases across State Agencies
The State does not expect a large number of fax machine orders during the contract term but there is still a demand for the machines to be available for purchase.

Minimum Requirements

The Minimum Requirements indicate the minimum requirements all Respondents must adhere to in order to be considered as a responsive Respondent.  All Respondents must state their ability and willingness to meet these Minimum Requirements in their Transmittal Letter and in Attachment I of their proposal. Failure to do so will be considered grounds for disqualification from further consideration. The Minimum Requirements for this RFP are as follows: 

1. The State requires that each Respondent be able to meet award criteria, and certify that all devices that are offered in this RFP are newly-designed digital imaging systems, not redesigned analog machines. No discontinued, refurbished, rebuilt or remanufactured equipment will be accepted, unless otherwise permitted by the State.  
2. The State requires that each Respondent be licensed to do business in the State, as required by State law.
3. The State requires that each Respondent must be a manufacturer or designated/certified manufacturer's representative capable of providing statewide sales and service through dealer and/or manufacturer representation.
4. The State requires that machines offered by each Respondent must be in production and available for sale at the time of Proposal opening.
5. The State requires that all equipment offered by each Respondent must have published capabilities.  Respondents must submit a copy of the published page e.g. Buyers Lab Inc (BLI) or other industry standards for each machine proposed. For equipment not yet published in BLI, or other industry standards, Respondents will provide published descriptive literature, which includes capability in documents (copies/prints) per minute, and stipulate the list price to be published (in BLI or other industry standards). 
6. The State requires that each Respondent must be able to provide at least one new qualifying machine for each segment in the Cost Proposal. The State will accept the same machine for one or more segments, provided the proposed machine meets all segment requirements.  
7. The State requires that each Respondent, if other than an original manufacturer, shall provide the following authorization and certification with proposal: A current authorization and certification letter dated and signed by the manufacturer that Respondent is currently authorized distributor and/or service representative, authorized to submit proposals for the manufacturer's products.  Authorization must include a statement providing assurance that, should the manufacturer withdraw the authorization, a replacement representative will be provided within a time frame acceptable to the State, and that representative will continue all agreements and fulfill all contract requirements in place.  Failure to comply with this requirement will result in proposal rejection.
8. Respondents must be able to support all State agencies, K-12 entities, institutions of higher education, qualified political subdivisions and non-profit corporations throughout the entire State for the duration of the contract.


Service Factors

1. Service Time Response Guarantee

The Contractor is required to respond to service calls within a guaranteed time set forth in the contract.  Availability of representatives to service all equipment is a requirement of this RFP.  The Contractor must respond onsite within four (4) hours in to all service calls placed by Purchasers. Operational business hours are defined as 7:00 a.m.-5 p.m. Eastern Time, Monday through Friday, except for State holidays.  

Delivery, Installation, and Removal

The Contractor shall be expected to deliver, set up, and install machines within three (3) calendar weeks after receipt of a Purchase Order, unless the Contractor and Purchaser agree to a different schedule specified by Purchaser.  Failure to provide deliveries in a timely manner may result in cancellation of the order, at the Purchaser’s sole discretion.  The Contractor is required to fully install all hardware and software for all networked digital machines at no additional cost. Machines must be installed within twenty-four (24) hours of delivery, unless otherwise agreed to by the Contractor and Purchaser.  The Contractor is required to remove all leased machines no later than two (2) calendar weeks after the lease agreement is completed, or, by whatever schedule is agreed to between the Contractor and the Purchaser.  

Emergency/rush delivery requiring special shipping and handling will be at Purchaser’s expense (with prior written approval only).  Rush delivery that occurs as a result of the Respondent’s error will be free of charge.  Rush delivery is defined as a situation that would require urgent intervention to prevent a worsening of the situation.  The Contractor shall be expected to deliver, set up and install machines within 5 days after receipt of a Purchase Order ordered with Rush Delivery. 

Return of Product

Any equipment, accessories or supplies delivered in poor condition, items delivered in excess of the amount authorized by the requisition form, or items not included on the requisition form or purchase order may, at the discretion of the Purchasers, be returned to the Contractor’s warehouse at the Contractor’s expense within thirty (30) days.  Credit for returned goods shall be made immediately after the Contractor receives returned goods. 

If any purchased product is returned to the Contractor for failure to perform, the Contractor will, at the State’s discretion, refund the cost for such product or replace the product, and the following shall apply:

· Within twenty (20) days of written notification by the Purchaser, the Contractor will make arrangements for the return of the product.
· The Contractor will bear all shipping and insurance costs.
· The Contractor will be liable for damages to the product, unless caused by fault or negligence of the Purchaser that occur during the return process.

Equipment Up-Time Guarantee

The quality of the Contractor’s equipment in combination with the service and support network must be sufficient to maintain a reasonable uptime for equipment acquired through this contract.  Subject to the duration of the Contractor’s maintenance agreement on all equipment provided, whether leased or acquired by outright purchase with maintenance purchased following the warranty, each piece of equipment shall be sufficiently maintained by the Contractor to operate at a level equal to at least ninety-five (95%) percent of the number of operational business hours for the given month. Operational business hours are defined as 7:00 a.m.-5:00p.m. Eastern Time, Monday through Friday, except for State holidays.



Dedicated Website and eProcurement

The Contractor shall create and maintain a website unique to the State contract, containing product brochures, pricing exhibits, service level agreements, ordering instructions, and any other helpful information that the State and Contractor mutually agree to post. The State shall review and approve any materials, content, and any changes prior to posting information to the Contractor's dedicated site.   The Contractor shall notify the State Contract Manager of any pricing errors within twenty-four (24) hours of identification, and shall fix the error within forty-eight (48) hours of notification of the error.

The State requires the ability to purchase Office Equipment on-line using punch-out catalogs through PeopleSoft, as well as the OneIndiana, K12Indiana, and LibraryIndiana portals. While the locals, K12 and library entities will be able to make on-line purchases, Respondents must also be able to receive orders via email, fax, and telephone. The Contractor must meet the following eProcurement guidelines to comply with these punch-out catalog requirements: 

1. Register as a valid bidder for the State.

2. Basic commitment and level of effort in supporting:
a. Attend supplier summit meeting to identify State catalog requirements
b. Develop catalog (Internal Catalogs)
1. Include only items identified on QPA contract 
2. Include only established prices identified on QPA contract
c. Develop catalog (PunchOut) if the Respondent supports cXML standards
d. Support the specific data elements outlined by the State
1. MBE/WBE
2. Recycled Content
3. US Manufacturer
4. Alternative Fuel Vehicle
5. Case Pack
6. Action
7. Effective Date (of the item)
8. Supplier's Name
9. Supplier's ID #
10. Product Description (Short)
11. Product Description (Long)
12. Supplier Part #
13. Supplier Part # Extension
14. UOM
15. List Unit Price
16. Minimum Quantity
17. Effective Date (of the price)
18. Manufacturer Name
19. Manufacturer Part #
20. UNSPSC Segment Description
21. UNSPSC Family Description
22. UNSPSC Class Description
23. UNSPSC Commodity Description
24. UNSPSC Code
25. ETA (Lead Time)
26. Currency Code
27. Expiration Date
28. Image FileName or URL
29. Type of Image 
e. Provide catalog maintenance and transaction capabilities

3. Adhere to UNSPSC mapping requirements.  UNSPSC information can be found at the following website.  http://www.un-spsc.org 

4. Adhere to UN or ANSI X.12 standard UOM’s.  UOM information can be found at the following website. http://www.unece.org/cefact/index.htm 

5. The State requires offline ordering capabilities in the event of force majeure or an act of God. If the purchasing website or portal is taken offline due to a disaster beyond any party’s control, the State should be able to mail or fax purchase orders. The remainder of the order process should remain in effect, where possible

6. The State reserves the right to use a third party for the management of the contract catalog.  Upon notice by the State, Contractor agrees to provide catalog data in the cXML format specified by third party hosting vendor to a SFTP site.   Any price or product information changes shall require an updated file be submitted to the SFTP site for approval in advance to any anticipated changes and shall be subject to State review and approval.

Offline Ordering Capability

The State requires offline ordering capabilities in the event of force majeure or an act of God. If the purchasing website or portal is taken offline due to a disaster beyond any party’s control, the State should be able to mail or fax purchase orders. The remainder of the order process should remain in effect, where possible.     

Account Management

1.4.1.1 Account Management Team

The Contractor will assign a dedicated Account Management Team to the contract. The State reserves the right to request replacement of any members on the Account Management team at any point in the contract period. If any member of the Account Management Team leaves the team (due to termination, voluntary departure, or some other reason), the Contractor will need to provide at least (two) 2 weeks’ notice, along with a resume for the replacement and await State approval prior to finalizing the replacement.

The Contractor's dedicated Account Management Team shall include the following:
· Dedicated Account Manager - The Account Manager shall have the authority to negotiate the contract between the State and Contractor. In addition, the Account Manger shall assist with account implementation and maintenance throughout the life of the contract. Daily inquiries such as product deliveries, missing orders, receiving an incorrect item, billing errors, and most customer-specific issues can be handled at the Dedicated Account Manager level.  The Dedicated Account Manager has access to information, including, but not limited to, order status, delivery information, backorder information, contracted pricing, standard offering item availability, and product information. The assigned Account Manager must have at least three (3) years of similar, relevant experience.
· Account Coordinator - The Account Coordinator shall coordinate all administrative requirements including monthly/quarterly reports.  Account Coordinators shall also implement contract pricing and ensure contract compliance. The Account Manager can also act as the Account Coordinator, if needed.
· Sales Manager - The Sales Manager shall be responsible for assisting the account with sales and account maintenance.
· Customer Service Team - The Customer Service Team shall be responsible for fulfilling service requests and ensuring service level compliance.

This team shall remain in place throughout the full contract term. 

1.4.1.2 Reporting 

1.4.5.2.1 	Quarterly Reports

The Contractor shall provide the following quarterly in Microsoft Excel file format. Separate reports must be compiled for equipment purchased/leased by (a) State agencies and (b) Other Governmental Bodies.  Reports will be provided by the 15th day following the quarter end. Report fields and formats will be finalized with the State after contract award.

a. Leased Equipment Activity Reports. The Contractor shall provide quarterly report that contains detailed information for each machine that is leased.  These reports must include all transactions that took place in the preceding quarter, including all newly-leased machines and maintenance on any existing machines. The reports will include, at a minimum, the following information:
	

1. Purchasing State Agency/Entity 
2. Machine Location (Address)
3. Purchasing Contact Name
4. Purchasing Contact Phone Number
5. PO Number
6. Purchasing Business Unit (BU)
7. Contract Band
8. Manufacturer Name 
9. Model
10. Manufacturer Serial Number
11. Configuration Serial Number
12. Service ID
13. Lease Term Length (Months)
14. Order Date
15. Date Delivered
16. Date Installed
17. Lease Start Date
18. Lease End Date
19. Average Monthly Volume (AMV) Over Lease Term
20. Average Monthly Volume (AMV) Over Preceding Quarter
21. Monthly Lease Payment
22. Black and White Cost Per Copy Rate
23. Color Cost Per Copy Rate
24. Total Lease Payments to Date
25. Total Maintenance Payments to Date.  
26. Equipment Uptime Percentage (as defined in Section 1.4.4.4)
27. Rush Order

The report will also calculate:
· Average machine uptime percentage over the entire fleet for each month in the quarter
· Average days from PO receipt to equipment installation for each month in the quarter for standard orders
· Average days from PO receipt to equipment installation for each month in the quarter for rush orders

b. Purchased Equipment/Supplies Activity Reports. The Contractor shall provide quarterly report that contains detailed information for each machine or accessory purchased.  These reports must include all transactions that took place in the preceding quarter. If a PO contains more than one item, the report must list each item on a separate line. The reports will include, at a minimum, the following information:

1. Purchasing State Agency/Entity 
2. Machine Location (Address)
3. Purchasing Contact Name
4. Purchasing Contact Phone Number
5. PO Number
6. Order Date
7. Purchasing Business Unit (BU)
8. Manufacturer Name 
9. Model
10. Manufacturer Serial Number
11. Configuration Serial Number
12. Service ID
13. Unit Price
14. Total Price
15. Equipment Uptime Percentage (as defined in Section 1.4.4.4)
16. Rush Order

The report will also calculate:
· Average machine uptime percentage over the entire fleet for each month in the quarter
· Average days from PO receipt to equipment installation for each month in the quarter for standard orders
· Average days from PO receipt to equipment installation for each month in the quarter for rush orders

c. Services Reports 

The Contractor shall provide quarterly Service Reports for all maintenance and warranty work for the preceding quarter. The reports will include, at a minimum, the following information:

1. Purchasing State Agency/Entity 
2. Machine Location (Address)
3. Purchasing Contact Name
4. Purchasing Contact Phone Number
5. PO Number
6. Purchasing Business Unit (BU) 
7. Manufacturer Name 
8. Model
9. Manufacturer Serial Number
10. Configuration Serial Number
11. Service ID
12. Date and time notified;
13. Date and time of arrival;
14. Type of service – Maintenance or Warranty
15. Description of Malfunction Reported;
16. Diagnosis of Failure and/or Work Performed;
17. Date and Time Failure Was Corrected or Preventative Maintenance Was Completed;
18. Response Time Hours (Date and time notified minus Date and Time of Arrival.) Working hours are defined as 7:00 a.m.-5 p.m. Eastern Time, Monday through Friday
19. Machine Downtime Hours (Date and Time notified minus Date and Time Failure Was Corrected)
20. Charges to the State, if any; and
21. Name of Technician Performing the Service.

The report will also calculate average business hours per service call over the entire fleet for each month.

d. Excessive Service Report
The Contractor shall provide quarterly Excessive Service Report listing equipment serviced three (3) times or more for any month. The reports will include, at a minimum, the following information: 

1. Purchasing State Agency/Entity 
2. Machine Location (Address)
3. Purchasing Contact Name
4. Purchasing Contact Phone Number
5. PO Number
6. Purchasing Business Unit (BU)
7. Manufacturer Name 
8. Model
9. Manufacturer Serial Number
10. Configuration Serial Number
11. Service Performed
12. Number of Service Calls Per Device Within the Quarter
13. Number of Service Calls Per Device Over the Life of the Lease

e. Upgrade/Downgrade Reports 

The Contractor shall provide quarterly an Upgrade/Downgrade Reports for equipment upgrades and downgrades for the preceding quarter. The reports will include, at a minimum, the following information:

1. Purchasing State Agency/Entity 
2. Machine Location (Address)
3. Purchasing Contact Name
4. Purchasing Contact Phone Number
5. PO Number
6. Purchasing Business Unit (BU)
7. Manufacturer Name 
8. Model
9. Manufacturer Serial Number
10. Configuration Serial Number
11. Upgrade or Downgrade
12. Date that change was requested
13. Date that changes was completed
14. New Model

1.4.5.2.2 	Price Lists

The Contractor shall provide in electronic format on a quarterly basis, the latest MSRP list covering at a minimum all the equipment, accessories, and supplies in the contract.

1.4.5.2.3		Ad Hoc Reports

The Contractor shall provide requested ad hoc reports within five (5) business days of receiving the request, unless otherwise specified or mutually agreed upon.

1.4.1.3 Performance Review and Remedies

If the State deems that the Contractor has failed to meet contract performance standards, the State reserves the right to ask the Contractor for a Corrective Action Plan (CAP), or to invoke the Termination for Default clause. The State has the discretion to accept multiple CAPs over the life of the contract, if deemed appropriate. Please see Attachment B for further details.

· Service Response Time Metric. The State will review the quarterly reports submitted by the Contractor. If the average service response time for calls over any month is longer than 4.0 business hours, then the Contractor shall provide a credit to the State of $2,000 in the form of a check with the supporting data.

· Equipment Uptime Guarantee Metric. The State will review the quarterly reports submitted by the Contractor. If the average equipment uptime percentage is less than 95.0% for any month, the Contractor shall provide a credit to the State of $2,000 in the form of a check with the supporting data.

· Order Fulfillment Metric. The State will review the quarterly reports submitted by the Contractor. If the average order fulfillment (from PO receipt to completed installation) for non-rush orders is more than three (3) weeks, the Contractor shall provide a credit to the State of $2,000 in the form of a check with the supporting data.

1.4.2 Other Services

1.4.2.1 Equipment Relocation/Transfers

The Contractor shall provide all necessary support to move or transfer equipment from one agency location to another (within the same agency or transfer to another agency) as deemed necessary by the State with no change to the lease or maintenance plans. In the past, equipment relocation by State agencies has generally been around 90 to 100 moves per year. However, there is no limit on relocation count, and the State should not be expected to forecast the number of moves per year.  No installation or removal charges will be billed at either location.  Dealers are to be notified of the move to ensure continued service records.

1.4.2.2 User Training

The Contractor will be responsible for training the Purchaser’s staff in the operation of all equipment and software made available by the Contractor.  An initial training session shall be conducted within three (3) business days of equipment installation or as agreed upon by the Contractor and the Purchaser.  The Purchaser will strive to ensure that necessary individuals attend a single initial session, but may request more than one session.  This training will occur at no additional charge to the Purchaser or the State.  


Subsequent training should be scheduled on an “as needed” basis, including training for any new or updated software.  A separate training session for the Purchaser’s IT staff should also be conducted at the Purchaser’s request.  There shall not be any charge to the State for conducting these training sessions.

Literature: A copy of general specification sheets or literature for any product proposed will be included upon delivery of any and all products to the State.  A placard with operating instructions shall also be provided with each machine following delivery and installation.

Operating Manual: An operating manual will be furnished for each individual piece of equipment ordered by a Purchaser. Manuals may be provided on CD that the State has the right to copy and distribute for free; however, the Contractor is required to also furnish the manual as a hard copy if requested.  The cost for all manuals must be included in the equipment costs.  If the Contractor publishes an update to a manual, the updated manual shall be provided by the Contractor free of charge to the State in CD or hard copy, depending on the Purchaser’s preference.

1.4.2.3 “Right-Sizing” Study Assistance 

The Contractor shall be periodically required to help Purchasers analyze, and align copiers, MFDs, scanners, and faxes with user needs. With the support from the State, the Contractor understands that it may be necessary to visit and/or contact each agency and/or facility to determine the extent of  equipment to be changed over to new leased Equipment and the State agrees to support the Contractor's efforts in that regard. The State will not be charged additional fees for the Contractor’s assistance. In the past, the State has typically requested these “right-sizing” studies at lease expiration

1.4.2.4 Managed Print Services Optimization

The State strives to monitor and optimize print services through initiatives known as Managed Print Services (MPS). The Contractor shall be expected to participate in the following, if requested:

· Attend Managed Print Services team meetings.
· Participate as an industry resource,
· Provide factual industry knowledge from industry sources, etc.
· In addition   to   the   right-sizing   requirements   in   the   RFP/contract,   provide recommendations on layout, right-sizing, etc. if requested from the MPS State Project Team.
· Coordinate supplied machine relocations when needed.

1.4.2.5 Customer Reviews/Questionnaires/Customized Surveys

The Contractor will periodically (likely quarterly) gather a reasonable survey sampling of customer satisfaction and analyze results of customer reviews and questionnaires. The Contractor shall submit the results to the State Contract Manager at the Quarterly Business Review ("QBR") meetings through a Key Performance Indicator – Account Service Performance Scorecard. Please see Attachment B for additional details. 

1.4.3 Equipment and Supplies

1.4.3.1 New Equipment, Supplies, and Services

Any new equipment, supplies and/or services accepted by the State may be added to this contract and/or substituted for discontinued models, items and services.  Evidence of discontinuation must be provided from the manufacturer, acceptance of which shall be at the discretion of the State.  New items shall meet or exceed all the specifications of the original award. Replacement items will only be accepted if provided at the same pricing as, or better pricing than, the replaced model. If the list pricing for the new equipment is lower than the list price for the old equipment, then at least the same level of discount off of the list price will be applied to the new equipment to determine the final contract price. Requests must originate from the Contractor’s designated contact, and be presented on letterhead.

1.4.3.2 New Categories

As new products and capabilities develop, additions to the contract may be made in categories other than originally sought. Such additions will be considered for equipment introduced three (3) months or more after award. These additions must meet all contract requirements, and will be considered if presented with a pricing structure equal to other equipment in place in the requested category, or similar to that originally bid and awarded elsewhere on the contract. Thirty days (30) prior notification to IDOA is required before adding or removing any equipment from the contract. If the Contractor offers a blanket discount in their Cost Proposal, the blanket discount shall serve as a minimum discount.

1.4.3.3 Machine Demonstrations

The State reserves the right to require that all offered machines are conveniently available for demonstration to Purchasers. The term "conveniently available" shall mean that the machines are located either in a showroom or another readily accessible location and demonstrations are able to be arranged during normal business hours.

1.4.3.4 Leased Machine Upgrades 

When the Purchaser determines that additional features are required or the volume of a leased machine exceeds the manufacturer’s suggested maximum volume for that machine for a minimum of two (2) consecutive months, the leased machine may be returned to the Contractor under the following condition:
· If machine performance is unacceptable or if the machine is not capable of handling the higher volume, a machine from a higher volume level may then be leased. The State is the sole judge of what is unacceptable performance.

Should the State upgrade any machine and enter into a new Lease Agreement, the expiring Lease Agreement, along with any former forthcoming payments required under that agreement, will become null and void.  The State reserves the right to require machine upgrades at any time, upon the State’s request. However, the State has typically opted to have the machine’s upgrade date coincide with the machine’s lease expiration date. Any exceptions to the sample contract provided in the RFP should be listed in the transmittal letter.  

1.4.3.5 Leased Machine Downgrades 

When the volume of a leased machine is more than 30% below the minimum volume commitment for that 	Equipment Category for three (3) consecutive months:

· The leased machine may be returned to the Contractor and the Lease Agreement for the new machine would start as a new Lease Agreement from the time the new machine is successfully installed.

The State reserves the right to require machine downgrades at any time, upon the State’s request. However, the State has typically opted to have the machine’s downgrade date coincide with the machine’s lease expiration date.  A maximum of one (1) downgrade per leased machine will be allowed.

1.4.3.6 Product Availability 

There will be no cancellation of products used, without an equal and acceptable replacement approved by the State during the term of the agreement.  The Contractor will communicate the manufacturer’s discontinuation of any products to the State in writing within five (5) business days of the Contractor’s decision to discontinue the product.  In such instances, the awarded Respondent will work with the Contract Manager to identify and implement alternative options that will maintain or reduce costs associated with the replacements. The Contractor will be prepared to offer detailed quarterly reports if requested by the State, of suggested replacements.  The Contractor will offer suggested replacements of discontinued products at least 30 days prior to substitution, including replacement part number, description, and final price.

1.4.3.7 Materials and Workmanship

The Contractor shall furnish all materials, equipment and/or services necessary to perform contractual requirements throughout the length of the contract. 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.



1.4.3.8 Startup Supplies

All copiers/MFDs are to come with installed operating supplies, which will include a one (1) month supply of toner, developer, fuser oil and dispersant, as well as a full load of staples or wire spool for machines that require a finisher or stapler sorter.  All scanner and fax machines are to come installed with a minimum of one (1) month of operating supplies.

1.4.3.9 Warranty for Leased and Purchased Equipment 

a. Unless otherwise specified, full parts, supplies (includes all supplies excluding paper) and labor warranty period shall be for a minimum period of ninety (90) days, commencing on the equipment acceptance date. Acceptance is defined as when the product is installed, in good working order, made operational in accordance with standard specifications, and on-site training is completed.
b. The Contractor warrants that the equipment shall be in good operating condition and shall conform to the specifications for the entire period of the warranty, commencing upon the first day after the acceptance date.
c. During the warranty period, the Contractor shall adjust, repair, or replace all equipment that is defective or not performing in conformance with the specifications. All costs for such adjustments, repairs, or replacements, including all costs for replacing parts or units and their installation and any transportation and delivery fees, shall be at the Contractor’s expense. Any defective equipment shall be repaired or replaced for Purchaser so that it conforms to the specifications.
d. The Contractor agrees that all service provided hereunder shall be performed by manufacturer-trained, certified, and authorized technicians. The Contractor further agrees to act as the sole point of contact for service. The Contractor shall provide help desk services for reporting equipment issues and for troubleshooting problems during working hours.  Working hours are defined as 7:00 a.m.-5 p.m. Eastern Time, Monday through Friday. The Contractor’s help desk services shall be accessible via e-mail and via one or more toll-free telephone lines. 
e. The Contractor shall provide escalation procedures to ensure that the proper level of attention and resources are directed towards resolution of equipment and service problems in a timely manner. 
f. The Contractor will not be liable for any damages caused by the Purchaser’s actions or failure of the Purchaser/Leaser to fulfill any of its responsibilities for site installation.
g. In the event of conflict between contract terms and conditions and warranty submitted, to afford the State maximum benefits, the contract terms and conditions shall prevail.

1.4.3.10 Ongoing Maintenance and Supplies 

The Contractor shall provide ongoing maintenance beyond the minimum 90-day warranty period for all leased and purchased Office Equipment. In addition to the start-up supply requirements in Section 1.4.7.8 and the minimum warranty requirements in Section 1.4.7.9, the Contractor shall provide, at a minimum, imprint supplies (toner/non-toner), replaceable parts subject to wear over time (drums, fusers, etc. as applicable), staples (if used by machine and stapling accessory installed, wire spools for finishers, and preventative maintenance service calls as recommended by the manufacturer. 

The Contractor must deliver supplies within two (2) working days after they are requested.  Also, a minimum of four (4) weeks-worth of supplies will be delivered at one time.  Failure to promptly deliver supplies may be grounds for cancellation of the order and/or subsequent cancellation of the contract.  Agencies will take reasonable steps to safeguard supplies from loss or misapplication.  

The Contractor shall include the cost of ongoing maintenance and supplies in the CPC cost for leased machines. 

The Contractor must guarantee the availability of repair parts for leased Office Equipment for the duration of the lease term. For purchased Office Equipment, the Contractor must guarantee the availability of repair parts for a minimum of five (5) years subsequent to the acceptance of the purchased device.  All branded device components, spare parts, and ancillary equipment purchased and supplied under any resulting contract must be Original Equipment Manufacturer (OEM) parts.  Used parts will not be accepted within this RFP except as an emergency repair to maintain uptime.

The Contractor is responsible for ensuring that these items are operable and installed in accordance with manufacturer’s specifications.



3. Unacceptable Performance

All purchased and leased equipment that develops a trend of requiring excessive calls, defined as three (3) or more service calls in any one calendar month during the lease term, shall be reported by the Purchaser to the awarded Respondent and IDOA for review and resolution.  The Contractor will provide service log reports upon request from IDOA and/or Purchasers.  Such logs are to describe service and repairs for specific Purchaser's machine(s) and are to be provided within five (5) working days.

If the excessive service calls are the result of operator or Purchaser problems, their position must be documented and supplied to the State for review, evaluation, and correction if required.  The Contractor shall provide additional training to Purchasers as necessary to help alleviate problems encountered at no cost to the State.

In the case of leased equipment, the Purchaser and Contractor, with IDOA’s assistance, will resolve the issue on unacceptable performance whenever possible.  In cases where this is not possible, IDOA will be the determining party on issue resolution.

Replacement: In all cases of replacement, like-for-like equipment will be provided.  “Like-for-like” replacement is a machine in perfect working condition that offers the same features, functionality and speed at no extra cost to the Purchaser.

1.4.3.12 Loaner Machines

If a machine is down for more than one (1) working day, the Contractor is required to furnish a "loaner" like-for-like replacement, until the Purchaser’s machine is repaired.  “Like-for-like” replacement is a machine in perfect working condition that offers the same features, functionality and speed at no extra cost to the Purchaser. Purchasers shall not be liable for any freight and/or pickup charges that the Contractor may incur. The Contractor must talk with the Purchaser to determine key business functions and provide a loaner machine that can, at minimum, meet those key needs.

1.4.3.13 Recycled Paper Compatibility

The State is currently required by executive order to solicit for and purchase, to the greatest extent possible, paper containing recycled content. All machines bid will produce consistent, high quality documents on paper containing virgin and/or recycled content, up to and including 100% Post-Consumer-Waste (PCW) paper.  The Contractor may not fault the use of recycled paper for device failures, as long as the recycled paper in use meets the standard paper specifications (e.g., multi-purpose, copy, or laser paper).  

1.4.3.14 Software Upgrades  

All network-connected machines are required to come fully equipped with all software necessary to successfully perform all functions the machine was acquired to perform.  All future software upgrades for fixes and enhancements must be furnished to the State and installed by the Contractor’s qualified technicians free of charge.  Further, all future software upgrades must be furnished and installed free of charge on any copier or MFD that is acquired as a standalone copier and then connected to the network at a later date.   Any upgrades that increase the functionality of a machine may be outside the scope of the lease agreement; however, the State reserves the right to decline if the upgrade if the functionality is not required. 

1.4.3.15 Electrical Connections, Surge Protectors and Telephone Lines 

All purchased and leased machines should come equipped with an external surge protector to protect their telephone, network, and electronic components, in addition to any internal surge protector.  Surge protectors must come with a minimum five (5) year manufacturer’s warranty stating the surge protector will be replaced free of charge if it fails and the manufacturer will repair or replace any machine damaged by power surges when properly connected to the surge protector.

All awards must include external surge suppression/power filter equipment at no additional charge and must meet the following minimum specifications.



· Fax/Modem Protection – 
· In/Out RJ11 modular jacks. 
· FCC registration numbers must be marked on each unit.
· Must contain automatic resettable fuse in protection circuit.
· Must incorporate a wideband filter to block DSL signal interference.
· Network Protection – 
· In/Out RJ45 modular jacks. 
· ETL Verified to TIA/EIA-568-B.2 Cat5e standard.
· Frequency Attenuation -  
· Normal mode: 30 dB min, 45 kHz - 23 MHz.
· Common mode: 30 dB min, 20 kHz - 30 MHz.
· Remnant voltage, IEEE C62.41 Cat. B Impulse, neutral-ground: 50 Volt peak max.
· UL Suppressed Voltage Rating of 330 volts on all 3 modes.
· Unit must operate in continuous mode – no over voltage shut off disconnect.
· Polarity Correction – Unit must correct polarity on reverse wired outlets.
· Unit must not provide power if wall outlet is not properly grounded or missing ground.
· Minimum of 3 AC receptacles, including 1 flexible (“pigtail”) outlet.
· UL Listed and marked on each product.

1.4.4 Security

Access to the device’s administrative functions must be password protected as per each Purchaser’s password requirements and must be changed from default at the time of install.

The State requires that all purchased and leased equipment come equipped with some device/software or process that will wipe all State data from the device (hard drives, RAM, etc.) at the time of upgrade, at the end of the lease agreement, and after each use according to Department of Defense (DoD) 5220.22-M data sanitation standards. The State will also have the option to request the hard drive be surrendered to the State for destruction. 

Devices that store memory on random-access memory cards instead of an optical or solid-state hard-drive must wipe data, at minimum, once the device is powered down. 

Respondents are invited to propose additional safety measures such as data encryption features, hard-drive removal options, and network security protocols.  

1.4.5 Implementation 

Respondents should review the sample contract in Attachment B to ensure they understand the expected contract terms and conditions.

1.4.5.1 Start-Up

The Contractor shall meet with the State before within the first week of the contract term to review and finalize the implementation timeline as well as reporting templates and other contract management activities. The Contractor shall customize the program to fit the State’s needs and desires for a successful program by meeting weekly during the implementation process, or as agreed upon by both parties to best serve the contract.

1.4.5.2 Implementation Training

At no additional cost to the State, the Contractor shall work with the State to provide users an opportunity to learn about the program.  The Contractor may host other implementation and trade shows around the State as well as additional vendor seminars and training at the direction of the State.   As part of the Contractor's duty to provide training at the direction of the State, Contractor may be required to host training sessions via the internet.  The Contractor shall use reasonable best efforts to provide training as necessary to facilitate the goals of this Contract.

1.4.5.3 Post-Implementation Training
The  Contractor  shall  continue  to  provide  user  training  as  needed  after  implementation  pursuant  to Section l.D of this Contract.

1.5 RFP OUTLINE

The outline of this RFP document is described below:

	Section
	Description

	Section 1 – General Information and Requested Products or Services
	This section provides an overview of the RFP, general timelines for the process, and a summary of the products/services being solicited by the State/Agency via this RFP

	Section 2 – Proposal Preparation Instruction
	This section provides instructions on the format and content of the RFP including a Letter of Transmittal, Business Proposal, Technical Proposal, and a Cost Proposal

	Section 3 – Proposal Evaluation Criteria
	This sections discusses the evaluation criteria to be used to evaluate Respondents’ proposals

	Attachment A 
	M/WBE Sub-Contractor Commitment Form

	Attachment A1
	IVBE Participation Plan Form

	Attachment B 
	Sample Contract

	Attachment C 
	Indiana Economic Impact Form

	Attachment D
	Cost Proposal

	Attachment E
	Business Proposal 

	Attachment F
	Technical Proposal

	Attachment G
	Question Submission Template

	Attachment H
	State Office Equipment Leasing Distribution by County

	Attachment I
	Minimum Requirements



1.6 QUESTION/INQUIRY PROCESS

All questions/inquiries regarding this RFP must be submitted via email to rfp@idoa.in.gov using the Question Submission Template provided in the supplementary attachments.  Questions/Inquiries must be received by 3:00 p.m. Eastern Time on the date specified in Section 1.23 of this document.

Following the question/inquiry due date, Procurement Division personnel will compile a list of the questions/inquiries submitted by all Respondents.  The responses will be posted to the IDOA website according to the RFP timetable established in Section 1.23.  The question/inquiry and answer link will become active after responses to all questions have been compiled.  Only answers posted on the IDOA website will be considered official and valid by the State.  No Respondent shall rely upon, take any action, or make any decision based upon any verbal communication with any State employee.

Inquiries are not to be directed to any State employee other than the Analyst assigned to this RFP.  Such action may disqualify Respondent from further consideration for a contract resulting from this RFP.

If it becomes necessary to revise any part of this RFP, or if additional information is necessary for a clearer interpretation of provisions of this RFP prior to the due date for proposals, an addendum will be posted on the IDOA website.  If such addenda issuance is necessary, the Procurement Division may extend the due date and time of proposals to accommodate such additional information requirements, if required.

1.7 DUE DATE FOR PROPOSALS 

All proposals must be received at the address below by the Procurement Division no later than 3:00 p.m. Eastern Time on the date specified in Section 1.23 of this document.  

Each Respondent must submit one original hard-copy (marked “Original”) and one original CD-ROM (marked "Original") and six (6) complete copies on CD-ROM of the proposal, including the Transmittal Letter and other related documentation as required in this RFP. The original CD-ROM will be considered the official response in evaluating responses for scoring and protest resolution. The Respondent's proposal response on this CD may be posted on the IDOA website, (http://www.in.gov/idoa/2462.htm) if recommended for selection.  Each copy of the proposal must follow the format indicated in Section Two of this document.  Unnecessarily elaborate brochures or other presentations, beyond those necessary to present a complete and effective proposal, are not desired.  All proposals must be addressed to:

Indiana Department of Administration
Procurement Division
402 West Washington Street, Room W468
Indianapolis, IN 46204

If you hand-deliver solicitation responses: To facilitate weapons restrictions at Indiana Government Center North and Indiana Government Center South, as of July 21, 2008, the public must enter IGC buildings through a designated public entrance.  The public entrance to Indiana Government Center South is located at 302 W. Washington St. (the eastern-most Washington St. entrance).  This entrance will be equipped with metal detectors and screening devices monitored by Indiana State Police Capitol Police. Passing through the public entrance may take some time.  Please be sure to take this information into consideration if your company plans to submit a solicitation response in person.

If you ship or mail solicitation responses: United States Postal Express and Certified Mail are both delivered to the Government Center Central Mailroom, and not directly to the Procurement Division.  It is the responsibility of the Respondent to make sure that solicitation responses are received by the Procurement Division at the Department of Administration’s reception desk on or before the designated time and date.  Late submissions will not be accepted.  The Department of Administration, Procurement Division clock is the official time for all solicitation submissions.

All proposal packages must be clearly marked with the RFP number, due date, and time due. Any proposal received by the Department of Administration, Procurement Division after the due date and time will not be considered. Any late proposals will be returned, unopened, to the Respondent upon request. All rejected proposals not claimed within 30 days of the proposal due date will be destroyed.

No more than one proposal per Respondent may be submitted. The State accepts no obligations for costs incurred by Respondents in anticipation of being awarded a contract.

All proposals submitted to the State should be double-sided and printed on 30% post-consumer recycled content paper or tree-free paper.  When possible, soy ink should be used.

1.8 PRE-PROPOSAL CONFERENCE

A pre-proposal conference will be held on the date specified in Section 1.23 of this document. The pre-proposal conference will be held in the Indiana Government Center South Conference Center Room D.  At this conference, potential Respondents may ask questions about the RFP and the RFP process.  Respondents are reminded that no answers issued verbally at the conference are binding on the State and any information provided at the conference, unless it is later issued in writing, also is not binding on the State.

1.9 MODIFICATION OR WITHDRAWAL OF OFFERS

Modifications to responses to this RFP may only be made in the manner and format consistent with the submittal of the original response, acceptable to IDOA and clearly identified as a modification.

The Respondent’s authorized representative may withdraw the proposal, in person, prior to the due date.  Proper documentation and identification will be required before the Procurement Division will release the withdrawn proposal.  The authorized representative will be required to sign a receipt for the withdrawn proposal.

Modification to, or withdrawal of, a proposal received by the Procurement Division after the exact hour and date specified for receipt of proposals will not be considered.

1.10	PRICING

Pricing on this RFP must be firm and remain open for a period of not less than 180 days from the proposal due date.  Please refer to the Cost Proposal information under Section 2.5 for a detailed discussion of the proposal pricing format and requirements.

1.11	PROPOSAL CLARIFICATIONS AND DISCUSSIONS, AND CONTRACT DISCUSSIONS

The State reserves the right to request clarifications on proposals submitted to the State.  The State also reserves the right to conduct proposal discussions, either oral or written, with Respondents.  These discussions could include request for additional information, request for cost or technical proposal revision, etc.  Additionally, in conducting discussions, the State may use information derived from proposals submitted by competing Respondents only if the identity of the Respondent providing the information is not disclosed to others.  The State will provide equivalent information to all Respondents which have been chosen for discussions.  Discussions, along with negotiations with responsible Respondents may be conducted for any appropriate purpose.

The Procurement Division will schedule all discussions.  Any information gathered through oral discussions must be confirmed in writing.

A sample contract is provided in Attachment B.  Any requested changes to the sample contract must be submitted with your response (See Section 2.3.4 for details).  The State reserves the right to reject any of these requested changes.  It is the State’s expectation that any material elements of the contract will be substantially finalized prior to contract award.

1.12	BEST AND FINAL OFFER 

The State may request best and final offers from those Respondents determined by the State to be reasonably viable for contract award.  However, the State reserves the right to award a contract on the basis of initial proposals received.  Therefore, each proposal should contain the Respondent’s best terms from a price and technical standpoint.

Following evaluation of the best and final offers, the State may select for final contract negotiations/execution the offers that are most advantageous to the State, considering cost and the evaluation criteria in this RFP.

1.13	TYPE AND TERM OF CONTRACT 

The State intends to sign a contract with one Respondent to fulfill the requirements in this RFP.

The term of the contract shall be for a period of two (2) years from the date of contract execution.  There may be two (2) one year renewals for a total of four (4) years at the State’s option.

1.14	CONFIDENTIAL INFORMATION

Respondents are advised that materials contained in proposals are subject to the Access to Public Records Act (APRA), IC 5-14-3 et seq., and, after the contract award, the entire RFP file may be viewed and copied by any member of the public, including news agencies and competitors.  Respondents claiming a statutory exception to the APRA must place all confidential documents (including the requisite number of copies) in a sealed envelope clearly marked “Confidential” and must indicate in the Transmittal Letter and on the outside of that envelope that confidential materials are included.  The Respondent must also specify which statutory exception of APRA that applies.  The State reserves the right to make determinations of confidentiality.  If the Respondent does not identify the statutory exception, the Procurement Division will not consider the submission confidential.  If the State does not agree that the information designated is confidential under one of the disclosure exceptions to APRA, it may seek the opinion of the Public Access Counselor.  Prices are not confidential information.

1.15	TAXES

Proposals should not include any tax from which the State is exempt.

1.16	PROCUREMENT DIVISION REGISTRATION

In order to receive an award, you must be registered as a bidder with the Department of Administration, Procurement Division.  Therefore, to ensure there is no delay in the award all Respondents are strongly encouraged to register prior to submission of their response.  Respondents should go to: www.in.gov/idoa/2464.htm.

1.17	SECRETARY OF STATE REGISTRATION

If awarded the contract, the Respondent will be required to register, and be in good standing, with the Secretary of State.  The registration requirement is applicable to all limited liability partnerships, limited partnerships, corporations, S-corporations, nonprofit corporations and limited liability companies.  Information concerning registration with the Secretary of State may be obtained by contacting:

Secretary of State of Indiana
Corporation Division
402 West Washington Street, E018
Indianapolis, IN 46204
(317) 232-6576
www.in.gov/sos

1.18	COMPLIANCE CERTIFICATION

Responses to this RFP serve as a representation that it has no current or outstanding criminal, civil, or enforcement actions initiated by the State, and it agrees that it will immediately notify the State of any such actions.  The Respondent also certifies that neither it nor its principals are presently in arrears in payment of its taxes, permit fees or other statutory, regulatory or judicially required payments to the State.  The Respondent agrees that the State may confirm, at any time, that no such liabilities exist, and, if such liabilities are discovered, that State may bar the Respondent from contracting with the State, cancel existing contracts, withhold payments to set off such obligations, and withhold further payments or purchases until the entity is current in its payments on its liability to the State and has submitted proof of such payment to the State.

1.19	EQUAL OPPORTUNITY COMMITMENT

Pursuant to IC 4-13-16.5 and in accordance with 25 IAC 5, it has been determined that there is a reasonable expectation of minority and woman business enterprises subcontracting opportunities on a contract awarded under this RFP.  Therefore a contract goal of 8% for Minority Business Enterprises and 8% for Woman Business Enterprises have been established and all Respondents will be expected to comply with the regulation set forth in 25 IAC 5.

Failure to meet these requirements will affect the evaluation of your proposal.

1.20	MINORITY & WOMEN'S BUSINESS ENTERPRISES RFP SUBCONTRACTOR COMMITMENT 

In accordance with 25 IAC 5-5, the Respondent is expected to submit with its proposal a MWBE Subcontractor Commitment Form.  The Form must show that there are, participating in the proposed contract, Minority Business Enterprises (MBE) and Women Business Enterprises (WBE) listed in the Minority and Women’s Business Enterprises Division (MWBED) directory of certified firms located at http://www.in.gov/idoa/2352.htm.  If participation is met through use of vendors who supply products and/or services directly to the Respondent, the Respondent must provide a description of products and/or services provided that are directly related to this proposal and the cost of direct supplies for this proposal. 

Failure to meet these goals will affect the evaluation of your Proposal.  The Department reserves the right to verify all information included on the MWBE Subcontractor Commitment Form.

Respondents are encouraged to contact and work with MWBED at 317-232-3061 to design a subcontractor commitment to meet established goals as referenced in this solicitation.

Prime Contractors must ensure that the proposed M/WBE subcontractors meet the following criteria:
· Must be listed on the IDOA Directory of Certified Firms, on or before the proposal due date.
· Each firm may only serve as once classification – MBE, WBE, or IVBE (see Section 1.21).
· A Prime Contractor who is an MBE or WBE must meet subcontractor goals by using other listed certified firms.  Certified Prime Contractors cannot count their own workforce or companies to meet this requirement.
· Must serve a commercially useful function.  The firm must serve a value-added purpose on the engagement.
· Must provide goods or service only in the industry area for which it is certified as listed in the directory at http://www.in.gov/idoa/2352.htm.
· Must be used to provide the goods or services specific to the contract.
· National Corporate Diversity Plans are generally not acceptable.

MINORITY & WOMEN’S BUSINESS ENTERPRISES RFP SUBCONTRACTOR LETTER OF COMMITMENT

A signed letter(s), on company letterhead, from the MBE and/or WBE must accompany the MWBE Subcontractor Commitment Form.  Each letter shall state and will serve as acknowledgement from the MBE and/or WBE of its subcontract amount subcontract amount as a percentage of the total bid amount, a description of products and/or services to be provided on this project and approximate date the subcontractor will perform work on this contract.  The MWBE Subcontractor Commitment Form is to be submitted alongside the Respondent’s proposal.  The State may deny evaluation points if the letter(s) is not attached, not on company letterhead, not signed and/or does not reference and match the subcontract amount, subcontract amount as a percentage of the total bid amount and the anticipated period that the Subcontractor will perform work for this solicitation.

By submission of the Proposal, the Respondent acknowledges and agrees to be bound by the regulatory processes involving the State’s M/WBE Program.  Questions involving the regulations governing the MWBE Subcontractor Commitment Form should be directed to: Minority and Women’s Business Enterprises Division at (317) 232-3061 or mwbe@idoa.in.gov.

1.21	INDIANA VETERANS BUSINESS ENTERPRISE SUBCONTRACTOR COMMITMENT

In accordance with Executive Order 13-04 and IC 5-22-14-3.5, it has been determined that there is a reasonable expectation of Indiana Veterans Business Enterprises subcontracting opportunities on a contract awarded under this RFP.  Therefore, a contract goal of 3% for Indiana Veterans Business Enterprises has been established.  The IVBE Subcontractor Commitment Form is to be submitted alongside the Respondent’s proposal. The Form must show that they are participating in the proposed contract and IVBE firms that meet the requirements listed at the Veteran’s Business Program website (http://www.in.gov/idoa/2862.htm) . If participation is met through use of vendors who supply products and/or services directly to the Respondent, the Respondent must provide a description of products and/or services provided that are directly related to this proposal and the cost of direct supplies for this proposal.  Respondents must complete the Subcontractor Commitment Form in its entirety.  

Failure to address these goals may impact the evaluation of your Proposal. The Department reserves the right to verify all information included on the IVBE Subcontractor Commitment Form.

Prime Contractors must ensure that the proposed IVBE subcontractors meet the following criteria:

· Must be listed on Federal Center for Veterans Business Enterprise VetBiz registry, on or before the proposal due date
· Must qualify as a Buy Indiana Business under designation 1, on or before the proposal due date.  See Section 2.7 for more information
· Each firm may only serve as one classification – MBE, WBE (see Section 1.20) or IVBE
· A Prime Contractor who is an IVBE must meet subcontractor goals by using other IVBE qualified firms.  Qualified Prime Contractors cannot count their own workforce or companies to meet this requirement.
· Must serve a commercially useful function.  The firm must serve a value-added purpose on the engagement.
· Must provide goods or service only in the industry area for which it is certified as listed in the VetBiz directory http://www.in.gov/idoa/2352.htm
· Must be used to provide the goods or services specific to the contract

INDIANA VETERAN’S BUSINESS ENTERPRISES RFP SUBCONTRACTOR LETTER OF COMMITMENT

A signed letter(s), on company letterhead, from the IVBE must accompany the IVBE Subcontractor Commitment Form.  The signed letter(s) and the IVBE Subcontractor Commitment Form are to be submitted alongside the Respondent’s proposal. Each letter shall state and will serve as acknowledgement from the IVBE of its subcontract amount, subcontract amount as a percentage of the “TOTAL BID AMOUNT”, a description of products and/or services to be provided on this project, approximate date the subcontractor will perform work on this contract. In addition to the signed letter, a copy of the IVBE federal; certification letter must be submitted. The State may deny evaluation points if the letter(s) is not attached, not on company letterhead, not signed and/or does not reference and match the subcontract amount, subcontract amount as a percentage of the “TOTAL BID AMOUNT” and the anticipated period that the Subcontractor will perform work for this solicitation.

By submission of the Proposal, the Respondent acknowledges and agrees to be bound by the policies and processes involving the State’s IVBE Program. Questions involving the regulations governing the IVBE Subcontractor Commitment Form should be directed to: indianaveteranspreference@idoa.in.gov.

1.22	AMERICANS WITH DISABILITIES ACT

The Respondent specifically agrees to comply with the provisions of the Americans with Disabilities Act of 1990 (42 U.S.C. 12101 et seq. and 47 U.S.C. 225).

1.23	SUMMARY OF MILESTONES

The following timeline is only an illustration of the RFP process.  The dates associated with each step are not to be considered binding.  Due to the unpredictable nature of the evaluation period, these dates are commonly subject to change.  At the conclusion of the evaluation process, all Respondents will be informed of the evaluation team’s findings.

Key RFP Dates 
	Activity
	Date

	Issue of RFP
	November 26th, 2014

	Pre-Proposal Conference
	December 3rd, 2014 at 10:00 AM EST

	Deadline to Submit Written Questions
	December 10th, 2014 by 3:00 PM EST

	Response to Written Questions/RFP Amendments
	December 17th, 2014

	Submission of Proposals
	January 7th, 2015 by 3:00 PM EST

	The dates for the following activities are target dates only.  These activities may be completed earlier or later than the date shown.

	Proposal Evaluation
	TBD

	Proposal Discussions/Clarifications (if necessary)
	TBD

	Oral Presentations (if necessary)
	TBD

	Best and Final Offers (if necessary)
	TBD

	Award Recommendation
	April 6th, 2015



SECTION TWO
PROPOSAL PREPARATION INSTRUCTIONS

2.1	GENERAL

To facilitate the timely evaluation of proposals, a standard format for proposal submission has been developed and is described in this section. All Respondents are required to format their proposals in a manner consistent with the guidelines described below:
· Each item must be addressed in the Respondent’s proposal. 
· The Transmittal Letter must be in the form of a letter. The business and technical proposals must be organized under the specific section titles as listed below.
· The electronic copies of the proposal submitted via CD-ROM should be organized to mirror the sections below and the attachments.  
· Each item, i.e. Transmittal Letter, Business Proposal, Technical Proposal, Cost Proposal, etc, must be separate standalone electronic files on the CD-ROM. Please do not submit your proposal as one large file.
· Whenever possible, please submit all attachments in their original format.
· Confidential Information must also be clearly marked in a separate folder/file on any included CD-ROM.

2.2	TRANSMITTAL LETTER  

The Transmittal Letter must address the following topics except those specifically identified as “optional.”

2.2.1 Agreement with Requirement in listed in Section 1

The Respondent must explicitly acknowledge understanding of the general information presented in Section 1 and agreement with any requirements/conditions listed in Section 1. 

2.2.2 Agreement and Compliance with Mandatory Terms

The Respondent must explicitly acknowledge the understanding of procedures for negotiating contract terms and acceptance of mandatory terms listed in Section 2.3.4.  The State will only review or negotiate changes to contract clauses clearly identified in the Transmittal Letter.  If there are no contract clauses identified, the Respondent is considered to have accepted the clauses as they are currently written.

2.2.3 Agreement with Minimum Requirements

The Respondent must explicitly acknowledge the understanding of the Minimum Requirements in Section 1.4.3 and the Respondents ability to meet these Minimum Requirements.

2.2.4 Summary of Ability and Desire to Supply the Required Products or Services

The Transmittal Letter must briefly summarize the Respondent’s ability to supply the requested products and/or services that meet the requirements defined in Section 1 of this RFP. The letter must also contain a statement indicating the Respondent’s willingness to provide the requested products and/or services subject to the terms and conditions set forth in the RFP including, but not limited to, the State’s mandatory contract clauses.

2.2.5 Conflicts of Interest

The Respondent must include a statement describing any potential conflicts of interest or absence thereof.

2.2.6 Signature of Authorized Representative

A person authorized to commit the Respondent to its representations and who can certify that the information offered in the proposal meets all general conditions including the information requested in Section 2.3.4, must sign the Transmittal Letter. In the Transmittal Letter, please indicate the principal contact for the proposal along with an address, telephone and fax number as well as an e-mail address, if that contact is different than the individual authorized for signature.

2.2.7 Respondent Notification 

Unless otherwise indicated in the Transmittal Letter, Respondents will be notified via e-mail. 

It is the Respondent’s obligation to notify the Procurement Division of any changes in any address that may have occurred since the origination of this solicitation.  The Procurement Division will not be held responsible for incorrect Respondent addresses.

2.2.8 Extension of Pricing to Other Governmental Bodies

Please indicate your willingness to extend the pricing provided to the State in your RFP response, to K-12 entities, and Other Governmental Bodies (Note: this is a requirement).  Each Respondent is also asked to indicate your willingness to extend pricing to Other Governmental Bodies in Attachment E, Business Proposal.  

2.2.9 Other Information

This item is optional. Any other information the Respondent may wish to briefly summarize will be acceptable.

2.3	BUSINESS PROPOSAL

The Business Proposal must address the following topics except those specifically identified as “optional.”  The Business Proposal Template is located in the supplemental attachments.

	2.3.1	Respondent’s Company Structure

The legal form of the Respondent’s business organization, the state in which formed (accompanied by a certificate of authority), the types of business ventures in which the organization is involved, and a chart of the organization are to be included in this section. If the organization includes more than one product division, the division responsible for the development and marketing of the requested products and/or services in the United States must be described in more detail than other components of the organization.

2.3.2	Company Financial Information

This section must include the Respondent’s financial statement, including an income statement and balance sheet, for each of the two most recently completed fiscal years. The financial statements must demonstrate the Respondent’s financial stability.  If the financial statements being provided by the Respondent are those of a parent or holding company, additional financial information should be provided for the entity/organization directly responding to this RFP.

2.3.3 Integrity of Company Structure and Financial Reporting

This section must include a statement indicating that the CEO and/or CFO has taken personal responsibility for the thoroughness and correctness of any/all financial information supplied with this proposal.  The particular areas of interest to the State in considering corporate responsibility include the following items: separation of audit functions from corporate boards and board members, if any, the manner in which the organization assures board integrity, and the separation of audit functions and consulting services.  The State will consider the information offered in this section to determine the responsibility of the Respondent under IC 5-22-16-1(d).

The Sarbanes Oxley Act of 2002, H.R. 3763, is NOT directly applicable to this procurement; however, its goals and objectives may be used as a guide in the determination of corporate responsibility for financial reports. This section must include a statement indicating that the CEO and/or CFO has taken personal responsibility for the thoroughness and correctness of any/all financial information supplied with this proposal.  The particular areas of interest to the State in considering corporate responsibility include the following items: separation of audit functions from corporate boards and board members, if any, the manner in which the organization assures board integrity, and the separation of audit functions and consulting services.  The State will consider the information offered in this section to determine the responsibility of the Respondent under IC 5-22-16-1(d).

	


2.3.4	Contract Terms/Clauses

1. A sample contract that the State expects to execute with the successful Respondent is provided in Attachment B.  This contract contains both mandatory and non-mandatory clauses.  Mandatory clauses are listed below and are non-negotiable.  Other clauses are highly desirable.  It is the State’s expectation that the final contract will be substantially similar to the sample contract provided in Attachment B.
2. If the Respondent wishes to suggest specific alternative wording for one or more of the non-mandatory clauses in Attachment B, without changing the intent, these suggestions should be documented in this section of the Business Proposal. The Respondent’s suggested language will be considered by the State. The State’s willingness to consider alternative language does not change the requirement that the Respondent agree in the Transmittal Letter to the acceptance of the mandatory State clauses as written.
3. The Respondent should also disclose in this section of the Business Proposal any contract terms the Respondent strongly desires to change or add in any resulting contract.  If the Respondent’s proposal is conditioned on the State’s agreement to a proposed change or additional contract term, that condition must be clearly documented in this section of the Business Proposal.

The State reserves the right to reject any and all requested changes and may preclude from any further consideration vendors who propose changes that are unacceptable to the State.

The mandatory contract terms are as follows: 

· Duties of Contractor
· Consideration
· Term of Contract 
· Authority to Bind Contractor
· Compliance with Laws
· Confidentiality of State Information
· Drug-Free Workplace Provision and Certification
· Employment Eligibility Verification
· Funding Cancellation
· Governing Law
· HIPAA Compliance
· Indemnification
· Information Technology Enterprise Architecture Requirements
· Non-Discrimination
· Payments
· Penalties/Interest/Attorney’s Fees
· Termination for Convenience
· Non-Collusion and Acceptance

Any or all portions of this RFP and any or all portions of the Respondents response may be incorporated as part of the final contract.

Please note that the State will only review or negotiate changes to contract clauses clearly identified in the Transmittal Letter.  If there are no contract clauses identified Respondent is considered to have accepted the clauses as they are currently written.

2.3.5 References

The Respondent must include a list of at least three (3) current clients for whom the Respondent has provided products and/or services that are the same or similar to those products and/or services requested in this RFP.  Government customers are strongly preferred. If the Respondent has had previous contracts with the State, it is required that the State be listed as one of the references.  Information provided should include the name, address, telephone number, and email address of the client facility and the name, title, phone/fax numbers, and email address of a person who may be contacted for further information. The State reserves the right to use the State’s past experience with Respondent as a reference.


2.3.6 Registration to do Business

Secretary of State
If awarded the contract, the Respondent will be required to be registered, and be in good standing, with the Secretary of State.  The registration requirement is applicable to all limited liability partnerships, limited partnerships, corporations, S-corporations, nonprofit corporations and limited liability companies.  The Respondent must indicate the status of registration, if applicable, in this section of the proposal.

Department of Administration, Procurement Division
Additionally, Respondents must be registered with the IDOA.  This can be accomplished on-line at http://www.in.gov/idoa/2464.htm.

The IDOA Procurement Division maintains two databases of vendor information.  The Bidder registration database is set up for vendors to register if you are interested in selling a product or service to the State.  Respondents may register on-line at no cost to become a Bidder with the State.  To complete the on-line Bidder registration, go to http://www.in.gov/idoa/2464.htm.  The Bidder registration offers email notification of upcoming solicitation opportunities, corresponding to the Bidder’s area(s) of interest, selected during the registration process.  Respondents do need to be registered to bid on and receive email notifications.  Completion of the Bidder registration will result in your name being added to the Bidder’s Database, for email notification.  The Bidder registration requires some general business information, an indication of the types of goods and services you can offer the State, and locations(s) within the state that you can supply or service.  There is no fee to be placed in Procurement Division’s Bidder Database.  To receive an award, you must be registered as a bidder.  Problems or questions concerning the registration process or the registration form can be e-mailed to Amey Redding, Vendor Registration Coordinator, aredding@idoa.in.gov, or you may reach her by phone at (317) 234-3542.

2.3.7 Authorizing Document
 
Respondent personnel signing the Transmittal Letter of the proposal must be legally authorized by the organization to commit the organization contractually.  This section shall contain proof of such authority.  A copy of corporate bylaws or a corporate resolution adopted by the board of directors indicating this authority will fulfill this requirement.

2.3.8 Subcontractors

The Respondent is responsible for the performance of any obligations that may result from this RFP, and shall not be relieved by the non-performance of any subcontractor.  Any Respondent’s proposal must identify all subcontractors and describe the contractual relationship between the Respondent and each subcontractor.  Either a copy of the executed subcontract or a letter of agreement over the official signature of the firms involved must accompany each proposal.

Any subcontracts entered into by the Respondent must be in compliance with all State statutes, and will be subject to the provisions thereof.  For each portion of the proposed products or services to be provided by a subcontractor, the technical proposal must include the identification of the functions to be provided by the subcontractor and the subcontractor’s related qualifications and experience.

The combined qualifications and experience of the Respondent and any or all subcontractors will be considered in the State’s evaluation.  The Respondent must furnish information to the State as to the amount of the subcontract, the qualifications of the subcontractor for guaranteeing performance, and any other data that may be required by the State.  All subcontracts held by the Respondent must be made available upon request for inspection and examination by appropriate State officials, and such relationships must meet with the approval of the State.

The Respondent must list any subcontractor’s name, address and the state in which formed that are proposed to be used in providing the required products or services.  The subcontractor’s responsibilities under the proposal, anticipated dollar amount for subcontract, the subcontractor’s form of organization, and an indication from the subcontractor of a willingness to carry out these responsibilities are to be included for each subcontractor.  This assurance in no way relieves the Respondent of any responsibilities in responding to this RFP or in completing the commitments documented in the proposal.  The Respondent must indicate which, if any, subcontractors qualify as a Minority or Women Owned Business under IC 4-13-16.5-1.  See Section 1.20 and MWBE Sub-contractor Commitment Form for Minority and Women Business information.



2.3.9 Sales, Service, Parts, and Repair Facilities.

Each Respondent is asked to provide a list of Certified Vendors, Distribution Centers, and a list and map of authorized sales, service and repair facilities for the State.

2.3.10 Experience Serving State Governments and Similar Clients

Each Respondent is asked to provide a brief description of your company’s experience in serving state governments and/or quasi-governmental accounts. Please include specific clients, contract start and end dates, whether the Respondent was the prime or subcontractor, and approximate contract values and detailed examples. 

Each Respondent is also asked to please describe your company’s experience in serving clients of a similar size to the State that also had an Office Equipment scope. Please provide specific clients, contract start and end dates, whether the Respondent was the prime or subcontractor, and approximate contract values and detailed examples.

2.3.11 Indiana Preferences

The Respondent’s Buy Indiana status must be finalized when the RFP response is submitted to the state if the Respondent wishes to claim Buy Indiana status. 

Buy Indiana
Refer to Section 2.7 for additional information.

2.3.12 Payment 

Respondent should be able to accept payment by credit card as an optional form of payment, but should be able to accept other forms of payment from the State as well. In the Respondent’s proposal, the Respondent should agree to accept any credit card-user handling fees associated with acceptance of the State’s Purchasing Card. Please demonstrate how your company will meet this requirement of accepting payment by credit card as the only form of payment if the State chooses to implement this policy.

2.3.13	Other Company Information

Respondent should provide general company information requested in the corresponding section of the Business Proposal.

2.4 	TECHNICAL PROPOSAL

The Technical Proposal must be divided into the sections as outlined in the Attachment F.  Every point made in each section must be addressed in the order given.  The same outline numbers must be used in the response.  RFP language should not be repeated within the response.  Where appropriate, supporting documentation may be referenced by a page and paragraph number.  However, when this is done, the body of the technical proposal must contain a meaningful summary of the referenced material.  The referenced document must be included as an appendix to the technical proposal with referenced sections clearly marked.  If there are multiple references or multiple documents, these must be listed and organized for ease of use by the State.  

Attachment F includes additional qualitative questions addressing various aspects of service and quality that will be evaluated as part of each Respondent’s Technical Proposal.  RFP language should not be repeated within the response.  Instructions for information on how to complete the yellow response boxes are located throughout Attachment F. 

If the Respondent takes exception to the any aspect of the technical proposal, please provide an alternative solution.

[bookmark: _Toc157056113][bookmark: _Toc132684173]2.5	COST PROPOSAL

For the purposes of this RFP, please use the provided Cost Proposal in Attachment D.  The Cost Proposal must be submitted in the original format.  Any attempt to manipulate the format of the Cost Proposal document, attach caveats to pricing, or submit pricing that deviates from the current format will put your proposal at risk.

Please state whether you agree or not to the Cost Proposal requirements in Attachment D, Worksheet A, Copiers/MFDs/Scanners - Minimum Specifications by Segment. 

2.5.1	Pricing Structure

All Equipment within the scope of this RFP has been divided into Segments based on function and rated capacity. In addition to indicating a proposed make and model for each Segment, Respondent will certify in Worksheet A that the proposed model meets each minimum specification. Respondents must propose pricing for both standalone and networked copiers. The standalone copier and MFD copier must be based off of the same model. 
 
Instructions for the pricing grids are located within each worksheet.  Respondents shall propose purchase and lease pricing for copier machines, MFDs, scanners, accessories, and accompanying maintenance and supplies (except paper). The maintenance rate will be a cost per copy (CPC) with no minimum maintenance cost and no overages. It includes service, labor, preventative maintenance, and supplies. Supplies are defined as tangible good used in the course of operating or using equipment relevant to this RFP, including such items as toner, staples, transfer drums, fuser components, fuser assemblies, other parts, and documentation. Please note that paper will not be included in the CPC. Respondents shall also propose pricing for the purchase of facsimile machines, accessories, and accompanying maintenance and supplies (except paper and toner.)  

For the leases, there are two scenarios. Scenario 1 is pricing based on a contract that has both a termination for convenience clause on the overall contract, but not on individual lease agreements. Scenario 2 is pricing based on a contract that has both a termination for convenience clause on the overall contract as well as on individual lease agreements. Respondents must submit pricing for Scenario 1 and indicate if there is a percentage increase in pricing if the State chooses Scenario 2.

The pricing proposed by Respondents must be based off a two (2) year contract, with an option for two (2) one-year renewals.  

2.5.2 Other Costs

All pricing must reflect shipping that is F.O.B. destination to the specified location and include any shipping costs.

The awarded Respondent will not invoice Purchasers for service fees, or any additional costs not provided for under the Contract, during the term of the Contract issued under this RFP.  There will be no “small order”, “minimum order”, or “special order” charges or surcharges.  There will be no return fees for inaccuracies or other errors on the part of the awarded Respondent.  The awarded Respondent shall bear any charges for rush delivery that occur as a result of the awarded Respondent’s error (e.g., back orders etc.)  No handling surcharges will be added, or discounts lost, for any rush or expedited orders that occur as result of the awarded Respondent’s error.

2.5.3 Lease Extensions and Renewals and Revised Pricing

All renewals and extensions shall be on a month to month basis, with original equipment pricing to be automatically revised as follows:

· For 24-month leases that are renewed on a month to month basis, the base monthly charges on the equipment shall be 60% of the fixed monthly charge for the original 24-month term
· For 36-month leases that are renewed on a month to month basis, the base monthly charges on the equipment shall be 40% of the fixed monthly charge for the original 36-month term
· For 48-month leases that are renewed on a month to month basis, the base monthly charges on the equipment shall be 25% of the fixed monthly charge for the original 48-month term

The awarded Respondent must provide the equipment’s residual value 90 days upon lease expiration to IDOA and the agency user.  The State must not make payments that would supersede the equipment worth.

2.5.4 Changes to Pricing

The pricing for contract equipment will be capped over the life of the Contract; awarded Respondent(s) will not be permitted to raise prices on those models.  The awarded Respondent(s) will also be required to maintain or decrease the contracted purchase price for purchased copier/MFD/scanner/fax models and the contracted lease price for the copier/MFD/scanner/fax models even as models update.  As models are phased out, the awarded Respondent and the State must mutually agree on the model that will replace them.  The State will use pricing and equipment specifications published by Buyers Lab Inc. as the basis for evaluation of any proposed changes to pricing and/or equipment models. If the list pricing for the new equipment is lower than the list price for the old equipment, then at least the same level of discount off of the list price will be applied to the new equipment to determine the final contract price.

Please note that Respondents are expected to be as aggressive as possible when pricing orders, especially large quantity orders.

2.5.5 Trade-in Machines

The State shall have the right to trade-in any piece of purchased equipment to lower the cost of any machine acquired under this contract, if it is agreeable to both the State and the awarded Respondent.

2.5.6 Additional Discounts

Attachment D, Tab J, Additional Discounts allows the Respondent to suggest additional discounts, rebates and incentives to the State. Respondents are not required to offer discounts, rebates and incentives.  

2.6 INDIANA ECONOMIC IMPACT

All companies desiring to do business with state agencies must complete an Indiana Economic Impact Form (please see supplemental attachments).  The collection and recognition of the information collected with the Indiana Economic Impact form places a strong emphasis on the economic impact a project will have on Indiana and its residents regardless of where a business is located.  The collection of this information does not restrict any company or firm from doing business with the state.  The amount entered in Line 16 “Total amount of this proposal, bid, or current contract” should match the amount entered in the Cost Proposal Template.

2.7 BUY INDIANA INITIATIVE/INDIANA COMPANY

It is the Respondent’s responsibility to confirm its Buy Indiana status for this portion of the process.  If a Respondent has previously registered its business with IDOA, go to http://www.in.gov/idoa/2464.htm and click on the link to update this registration.  Click the tab titled Buy Indiana.  Select the appropriate category for your business.  Respondents may only select one category.  Certify this selection by clicking the check box next to the certification paragraph.  Once this is complete, save your selection and exit your account.

Respondents that have not previously registered with IDOA must go to http://www.in.gov/idoa/2464.htm and click on the link to register.  During the registration process, follow the steps outlined in the paragraph above to certify your business’ status.  The registration process should be complete at the time of proposal submission.

Respondent must clearly indicate which preference they intend to claim in the Business Proposal, (please see supplemental attachments).  Additionally, the Respondent’s Buy Indiana status must be finalized when the RFP response is submitted to the State.

Defining an Indiana Business:
“Indiana business” refers to any of the following:
(1) A business whose principal place of business is located in Indiana.
(2)	A business that pays a majority of its payroll (in dollar volume) to residents of Indiana.
(3)	A business that employs Indiana residents as a majority of its employees.

Respondents claiming this status must indicate which of the provisions above qualifies them as an Indiana business.  They must also fully complete the Indiana Economic Impact Form and include it with their response.

The following is the policy concerning items 4 & 5 described below.  Appropriate documentation must be provided with your proposal response supporting either claim made below:

(4)	A business that makes significant capital investments in Indiana.
(5)	A business that has a substantial positive economic impact on Indiana.

Substantial Capital Investment: 
Any company that can demonstrate a minimum capital investment of $5 million or more in plant and/or equipment or annual lease payments of $2.5 million or more shall qualify as an Indiana business under category #4.  If an out of state company does not meet one of these criteria, it can submit documentation/justification to the State for review for inclusion under this category.


Substantial Indiana Economic Impact:
Any company that is in the top 500 companies (adjusted) for one of the following categories: number of employees (DWD), unemployment taxes (DWD), payroll withholding taxes (DOR), or Corporate Income Taxes (DOR); it shall qualify as an Indiana business under category #5.  If a Respondent needs assistance in determining if its business qualifies under this criterion, please send an email inquiry to buyindianainvest@idoa.in.gov and you will receive a response within forty-eight (48) hours.  If an out of state company does not meet one of these criteria, it can submit documentation/justification to the State for review for inclusion under this category.

SECTION THREE
PROPOSAL EVALUATION

3.1	PROPOSAL EVALUATION PROCEDURE

The State has selected a group of personnel to act as a proposal evaluation team.  Subgroups of this team, consisting of one or more team members, will be responsible for evaluating proposals with regard to compliance with RFP requirements.  All evaluation personnel will use the evaluation criteria stated in Section 3.2.  The Commissioner of IDOA or her designee will, in the exercise of her sole discretion, determine which proposals offer the best means of servicing the interests of the State.  The exercise of this discretion will be final.

The procedure for evaluating the proposals against the evaluation criteria will be as follows:

3.1.1	Each proposal will be evaluated for adherence to requirements on a pass/fail basis.  Proposals that are incomplete or otherwise do not conform to proposal submission requirements may be eliminated from consideration.
3.1.2	Each proposal will be evaluated on the basis of the categories included in Section 3.2.  A point score has been established for each category.
3.1.3	If technical proposals are close to equal, greater weight may be given to price.
3.1.4	Based on the results of this evaluation, the qualifying proposal determined to be the most advantageous to the State, taking into account all of the evaluation factors, may be selected by IDOA for further action, such as contract negotiations.  If, however, IDOA decides that no proposal is sufficiently advantageous to the State, the State may take whatever further action is deemed necessary to fulfill its needs.  If, for any reason, a proposal is selected and it is not possible to consummate a contract with the Respondent, IDOA may begin contract preparation with the next qualified Respondent or determine that no such alternate proposal exists.

3.2	EVALUATION CRITERIA

Proposals will be evaluated based upon the proven ability of the Respondent to satisfy the requirements of the RFP in a cost-effective manner.  Each of the evaluation criteria categories is described below with a brief explanation of the basis for evaluation in that category. The points associated with each category are indicated following the category name (total maximum points = 103). For further information, please reference Section 3.2.3 below. If any one or more of the listed criteria on which the responses to this RFP will be evaluated are found to be inconsistent or incompatible with applicable federal laws, regulations or policies, the specific criterion or criteria will be disregarded and the responses will be evaluated and scored without taking into account such criterion or criteria.
Summary of Evaluation Criteria:
	Criteria
	Points

	1.  Adherence to Mandatory Requirements
	Pass/Fail

	2.  Management Assessment/Quality (Business and Technical Proposal)
	40 points

	3.  Cost (Cost Proposal)
	35 points

	4.  Indiana Economic Impact
	5

	5.  Buy Indiana
	5

	6.  Minority Business Enterprise Subcontractor Commitment
	5 ( 1 bonus point is available, see Section 3.2.6)

	7. Women Business Enterprise Subcontractor Commitment
	5 ( 1 bonus point is available, see Section 3.2.6)

	8.  Indiana Veteran Business Enterprise (IVBE) Subcontractor Commitment
	5 (1 bonus point is available, see Section 3.2.7)

	Total
	100 (103 if bonus awarded)



All proposals will be evaluated using the following approach.  

Step 1

In this step proposals will be evaluated only against Criteria 1 to ensure that they adhere to Mandatory/Minimum Requirements.  Any proposals not meeting the Mandatory/Minimum Requirements will be disqualified.  

Step 2

The proposals that meet the Mandatory/Minimum Requirements will then be scored based on Criteria 2 and 3 ONLY.   This scoring will have a maximum possible score of 75 points with a potential of 5 bonus points if certain criteria are met.  All proposals will be ranked on the basis of their combined scores for Criteria 2 and 3 ONLY.  This ranking will be used to create a “short list”.  Any proposal not making the “short list” will not be considered for any further evaluation.

Step 2 may include one or more rounds of proposal discussions, oral presentations, clarifications, demonstrations, etc focused on cost and other proposal elements.  Step 2 may include a second “short list”. 

Step 3

The short-listed proposals will then be evaluated based on all the entire evaluation criteria outlined in the table above.

If the State conducts additional rounds of discussions and a BAFO round which lead to changes in either the technical or cost proposal for the short listed Respondents, their scores will be recomputed.

The section below describes the different evaluation criteria.

3.2.1 Adherence to Requirements – Pass/Fail
Respondents passing this category move to Phase 2 and proposal is evaluated for Management Assessment/Quality and Price. 

The following 2 categories cannot exceed 75 points. 

3.2.2 Management Assessment/Quality - 40 points 
		
3.2.3 Price – 35 points available

Cost scores will be normalized to one another, based on the lowest cost proposal evaluated.  The lowest cost proposal receives all of the available points.  The normalization formula is as follows:

Respondent’s Cost Score = (Lowest Cost Proposal / Total Cost of Proposal) X 35	

				
3.2.4 Indiana Economic Impact (5 points) 
	
		See Section 2.6 for additional information.

The total number of full time equivalent (FTE – please see Section 1.2 for a definition of FTE’s) Indiana resident employees for the Respondent’s proposal, to execute the scope of work proposed in this 
RFP, (prime contractor and subcontractors) will be used to evaluate the Respondent’s Indiana Economic Impact.  Points will be awarded based on a graduated scale.  The Respondent with the most Indiana FTEs will be awarded 5 points.  Points will then be awarded to the remaining Respondents proportionately.  Please see Attachment C, Indiana Economic Impact Form, for more detailed instructions.

3.2.5 Buy Indiana Initiative – 5 points 
	
Respondents qualifying as an Indiana Company as defined in Section 2.7 will receive 5 points in this category.		


3.2.6	Minority (5 points) & Women's Business (5 points) Subcontractor Commitment - (10 points).

The following formula will be used to determine points to be awarded based on the MBE and WBE goals listed in Section 1.20 of this RFP. Scoring is conducted based on an assigned 10-point, plus possible 2 bonus-points, scale (MBE: Possible 5 points + 1 bonus point, WBE: Possible 5 points + 1 bonus Point). Points are assigned for respective MBE participation and WBE participation based upon the BAFO meeting or exceeding the established goals.

If the respondent’s commitment percentage is less than the established MBE or WBE goal, the maximum points achieved will be awarded according to the following schedule:

	%
	1%
	2%
	3%
	4%
	5%
	6%
	7%
	8%

	Pts.
	.625
	1.25
	1.875
	2.5
	3.125
	3.75
	4.375
	5.0



NOTE:  Fractional percentages will be rounded up or down to the nearest whole percentage.  (e.g.  7.49% will be rounded down to 7% = 4.375 pts., 7.50% will be rounded up to 8% = 5.00 pts.)

If the respondent’s commitment percentage is rounded down to 0% for MBE or WBE participation the respondent will receive 0 points. 

 If the respondent’s commitment percentage is 0% for MBE or WBE participation, a deduction of 1 point will be discounted on the respective MBE or WBE score.  

The respondent with the greatest applicable CUF participation which exceeds the stated goal for the respective MBE or WBE category will be awarded 6 points (5 points plus 1 bonus point).  In cases where there is a tie for the greatest applicable CUF participation and both firms exceed the goal for the respective MBE/WBE category both firms will receive 6 points. 

3.2.7	Indiana Veteran Business Enterprise Subcontractor Commitment - (5 points).

The following formula will be used to determine points to be awarded based on the IVBE goal listed in Section 1.22 of this RFP. Scoring is conducted based on an assigned 5-point, plus possible 1 bonus-point, scale. Points are assigned for IVBE participation based upon the BAFO meeting or exceeding the established goals.

If the respondent’s commitment percentage is less than the established IVBE goal, the maximum points achieved will be awarded according to the following schedule:

	%
	0%
	0.6%
	1.2%
	1.8%
	2.4%
	3%

	Pts.
	-1
	1
	2
	3
	4
	5



NOTE:  Fractional points will be awarded based upon a graduated scale between whole points. (e.g. a 0.3% commitment will receive .5 points and a 1.5% commitment will receive 2.5 points)

If the respondent’s commitment percentage is rounded down to 0% for IVBE participation the respondent will receive 0 points. 


 If the respondent’s commitment percentage is 0% for IVBE participation, a deduction of 1 point will be assessed.  

The respondent with the greatest applicable CUF participation which exceeds the stated goal for the IVBE category will be awarded 6 points (5 points plus 1 bonus point).  In cases where there is a tie for the greatest applicable CUF participation and both firms exceed the goal for the IVBE category both firms will receive 6 points. 




3.2.8	Qualified State Agency Preference Scoring

[bookmark: SR;229]When applicable, pursuant to Indiana Code  5-22-13,  a qualified state agency submitting a response to this RFP will be awarded preference points for  Minority, Women’s, and Indiana Veteran Business Enterprise equal to the Respondent awarded the highest combined points awarded for such preferences in the scoring of this RFP.

The Commissioner of IDOA or their designee will, in the exercise of their sole discretion, determine which proposal(s) offer the best means of servicing the interests of the State. The exercise of this discretion will be final.
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