NORTHERN
LEBANON

SCHOOL DISTRICT

REQUEST FOR QUOTES
Leased Print Devices & Managed Print Services

RFQ Release March 27, 2024

Deadline to Submit Questions & Answers April 12, 2024, 5:00PM EST
Responses to Q&A April 19, 2024, 5:00PM EST
Proposals Due May 10, 2024, 5:00PM EST
Notice of Vendor Selection May 17, 2024

Anticipated Contract Begin Date July 1, 2024

Anticipated Equipment Installation Date August 1, 2024

Northern Lebanon School District
346 School Drive
Fredericksburg PA 17026

717-865-2119



1.

INTRODUCTION

The Northern Lebanon School District is a public school district in Lebanon County, Pennsylvania, founded in 1956. The
district covers an area of 144 square miles (370 km?). Northern Lebanon School District operates 1 elementary school
(grades K-6, located at 346 School Drive, Fredericksburg PA) and 1 secondary school (grades 7-12, located at 345 School
Drive, Fredericksburg PA). The district serves approximately 2,400 students with a staff of approximately 400 employees,
contractors, and volunteers.

In 2023, the district significantly changed its operating locations, having closed 4 elementary buildings in favor of 1 new
elementary building, and moving its district offices to a dedicated wing of the new elementary. As a result, the district
seeks to “right-size” the print device fleet as part of its next lease & managed services contract.

SCOPE OF WORK

The district requests quotes for leased print devices and consumables (except paper) that will be installed, managed, and
serviced by the vendor at the district’s school building locations. The District seeks a 5-year lease agreement with all
device lease terms to co-terminate with all services specified in the agreement. The district also requires that the
proposed solution provide comprehensive print management software capable of managing print jobs and enforcing
print quotas for its roughly 3,000 users.

The district also seeks to explore pricing for “on-demand” print services submitted by authorized users to be completed
by the vendor using the vendor’s own print shop operations and delivered to district school buildings. The on-demand
print services would be tracked and associated with budget codes as determined by the district’s Director of Business
Affairs. Vendors are encouraged (but not required) to provide a quote for such services as specified under Part 3B below.

The district seeks to contract with one vendor to provide equipment, supplies, and services of all in-scope services at all
District locations to:

e ensure a high level of quality for service and responsiveness for repairs and maintenance.

e reduce costs by consolidating printing volume and implementing other cost saving methods while maintaining
the level of quality and availability needed from these devices by district staff and students.

e implement a solution that accommodates confidential printing, user quotas for print & copy, and other
techniques designed to reduce unintended or misdirected printing.

e ensure high quality service through dedicated account management and technical support.
provide a central point of administration for remote management of all in-scope devices that include usage
reports and alerts based on low supply levels and malfunctioning or failed components.

The following minimum services are required:

1. The program will include print devices, toner & print cartridges, staple cartridges, waste toner containers, and
any other supplies or replacement parts necessary to maintain functionality of the leased print devices. The
District will provide its own paper stock.

The vendor will provide a single point of contact for managing the contract.
The vendor will provide only new printers at the beginning of the contract. Used devices may only be supplied as
temporary loaned equipment while original leased devices are being repaired.
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4. Vendor will provide a professionally staffed help desk for troubleshooting and problem resolution. A toll-free or
local telephone number for the printer support help desk will be available during typical school hours (7:00AM -
4:00PM EST) for service calls and technical support. An online support request form must also be available to
the District.

5. The vendor will dispatch certified technicians to all district facilities as needed to install, move, remove, maintain,
or repair printers.

6. The solution will include licenses for device-monitoring software to automate management of this program,
including the collection of impression counts, device monitoring & notifications, toner levels and monthly report
distribution (the District currently uses PaperCut MF 23.0, and would prefer to continue using it.)

7. The solution will include device and user management software to aid the district’s goal of efficient practices.
The application must interface with Microsoft Active Directory to apply user & group-based policies or use
parameters.

8. Summary and detailed monthly reports may be generated automatically for each school and department.

3. SERVICES SOLICITED

A. Required: Leased Print Devices, Supplies & Service
The district seeks leased print devices in 3 categories: Copiers — floor-based models capable of large print/copy/scan

tasks from multiple paper sources; MFPs (or Multi-Function Printers) — desktop or table models capable of small to
medium print/copy/scan tasks from 1-2 paper sources; and Printers — desktop or table models capable of small to
medium print tasks from 1-3 paper sources. The district requests that vendors provide in their proposal at least 2 model
options which fit each of these 3 categories. The district will select up to 2 model options from each category in the
winning proposal.

Delivery/Installation

The equipment is to be delivered and installed at the Northern Lebanon School District buildings by the vendors at no
additional cost. Delivery, set-up and installation are to be included in the lease prices quoted. All equipment
installations shall be scheduled with the District at a mutually agreeable date and time.

Relocation

It shall be the responsibility of the vendor to relocate the leased devices upon request by the District. Any request to
relocate a print device will be scheduled at a mutually agreeable date and time, within 30 calendar days of the request.
Any device relocation fees must be detailed in the vendor’s proposal and included in the subsequent contract.

Removal

It shall be the responsibility of the vendor to remove the leased devices at the expiration date or cancellation of the
lease. Removal charges are to be included in the lease prices quoted herein. All equipment removals shall be scheduled
with the District at a mutually agreeable date and time. The lease shall end on the date indicated in the lease document
or date specified by the District if the lease contract is canceled.

Power Protection Requirement
Each copier installed under this contract shall include a power protection device at no additional cost to the District.

Training
At the beginning of the contract, the awarded vendor must provide 6 hours of on-site training over 3 business days. Up
to 4 additional training hours over 2 business days shall be provided at no additional charge to the District.

Current Print Statistics (2019-2024):
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e The current print device fleet consists of approximately 50 devices:

o 18 Copiers

o 18 Multifunction Printers (MFPs)

o 15 Printers
® The district’s users print approximately 500,000 impressions on approximately 375,000 sheets per month
® About 68% of print impressions are duplex; 32% are single-sided

® About 81% of print impressions are black & white; 19% of impressions are in color

Expected Contract Terms Statistics (2024-2029):
o The expected print device fleet will likely consist of approximately 50 devices, but different device types:

o 10 Color Copiers

o 1 Black & White Copier

o 7 Black & White Multifunction Printers (MFPs)

o 5 Color Printers

o 26 Black & White Printers
o The lease terms must allow for unlimited black & white impressions
o The lease terms must allow for 600,000 color impressions per year

e Any overage fees for color copies must be billed annually and may not exceed $.35 per impression per year

The size and composition of the final print device fleet is an estimate and may change during contract negotiations. The
District reserves the right to change the size and composition of the device fleet as part of contract negotiations with the
winning bidder.

Print Device Functional Requirements

The functional device requirements will vary depending on their category. The chart below lists functional requirements
and their applicable device types. Any deviation from the specifications indicated herein must be clearly pointed out;
otherwise, it will be considered that items offered are in strict compliance with these specifications, and the successful
bidder will be held responsible. Deviations must be explained in detail on attached sheet(s). Submit specification sheets
and product literature for all proposed models.

FUNCTIONAL DEVICE DESCRIPTION

REQUIREMENT TYPE(S)

Ethernet Networking | All All print devices must support an TCP/IP wired ethernet connection with a
minimum speed of 100Base-TX Full Duplex

Fax Support Copier, | All fax modules must be compatible with industry-standard T.38 Analog Telephone
MFP Adapters for use over VOIP/SIP telephone networks
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Fax Support Copier, | Atleast 1 model of proposed MFPs & at least 1 model of copier must support
MFP analog fax transmit and receipt. Fax service must support forwarding received

facsimiles to a configured email address

Paper-Capacity Copier | All copier devices must be capable of storing a minimum of 2000 sheets of paper in
it paper trays

Paper-Size Support Copier | All copiers must be capable of loading Letter (8.5"X11") and Legal (8.5"x14")
cut-sheet paper into adjustable paper trays

Paper-Size Support MFP All MFPs must be capable of loading Letter (8.5"X11") or Legal (8.5"x14") cut-sheet
paper into adjustable or replaceable paper trays.

Power Requirements All All print devices must require no more power than 1 120V/20A electrical outlet

Print Management All All print devices must support network-based print queue management on
Windows Server Print Services with user-based print release at individual devices

Printing All All print devices must be compatible with currently supported versions of

Support-Clients Microsoft Windows, Apple MacOS X and Google ChromeOS clients through a
Microsoft Windows Server print server

Printing Support-Color | All At least 1 model of copier, 1 models of MFP, and 1 model of printer proposed must
support full color printing

Printing All All print devices must have a duplex module capable of printing on both sides of

Support-Duplex cut-sheet paper

Printing Copier | All models of copiers should support an finisher module capable of staple,

Support-Finisher hole-punch, offset and collate tasks

Printing All At least 1 model of copier, 1 models of MFP, and 1 models of printer must support

Support-Monochrome only black & white printing

Printing-Resolution All All print devices must support print resolutions of 1200 dots per inch (dpi) or
higher

Printing-Speed All All printers must support a minimum print speed of 20 pages per minute (ppm)
simplex and 15 ppm duplex

Printing-Speed Copier | At least 1 copier model must support a print speed of 50 pages per minute (ppm)
simplex and 30 ppm duplex

Scanning-Automatic Copier, | All scanning devices must include an Automatic Document Feeder (ADF) capable of

Document Feed MFP accepting a minimum of 30 sheets of Letter-sized paper (8.5"x11")
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Scanning-Duplex Copier | All copiers must be capable of duplex scanning from the automatic document
feeder
Scanning-Resolution Copier, | All scanning devices must support a scan resolution of 600 dots per inch (dpi) or
MFP greater
Scanning-Speed Copier | All copier devices must be capable of scanning a minimum of 30 duplex pages per
minute
Scanning-Speed MFP All MFP devices must be capable of scanning a minimum of 20 simplex pages per
minute
Scan-to-Email Copier, | All copiers and MFPs must support transmitting scanned cut-sheets to email via a
MFP configured SMTP server
Scan-to-Email Copier, | Scan-to-Email functionality must support TLS-authentication for SMTP server to
MFP Microsoft Office 365 hosted Exchange Services
User Authentication All All copiers and MFPs must support individual user authentication by Active

Directory/LDAP authentication and HID iCLASS card authentication for
Scan-to-Email, Copy, Fax, and Print Release functions

Maintenance & Support Requirements

The winning vendor must provide service and customer support for the length of the contract. Vendors must be officially

licensed or authorized to lease, distribute and service the models of equipment leased to the district. Any contracted
vendor must notify the district in writing within 30 days of any change in partnership status between vendor and
equipment manufacturer that may affect the district’s lease terms or the serviceability of the leased equipment. The
winning vendor shall comply with the following service level standards:

e All authorized employees, sub-contractors and other personnel of the vendor who may interact with the district
must complete and maintain the following security clearances, in accordance with Pennsylvania State Law:
o Child Abuse History Clearance (Act 151 and Act 114 of 2006)
o Pennsylvania State Police (PSP) Criminal Record Check (Act 34 of 1985 and Act 114 of 2006)
o FBI Fingerprint Check (Act 114 of 2006 as amended by Act 61 of 2008)

Vendors will maintain a copy of these clearance records and provide a copy to the district upon request.

e Vendors are required to provide standard email, and/or telephone support services to authorized District
personnel during business hours (typically Monday through Friday, 8:00 am to 4:00 pm (EST) for routine service

requests.

e Vendors must acknowledge receipt of a service request within 1 business day by notifying the original requester
and the Director of Technology via email.

e Standard service and repair requests should be completed within 5 business days. If a print device is unusable
for more than 10 business days within a 30-day period, the vendor must provide the district with a comparable
loaned device (free of charge) until the original unit is restored to service.
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e The District reserves the right to request a replacement unit for any leased device that fails to meet reliable
performance expectations.
Replaced equipment shall not require new contract terms.
All requests for supply deliveries must be completed within 5 business days.

The district will give preference to vendor solutions which include online incident tracking and grant district
administrators the ability to oversee incident tracking for all district customers.

Software Upgrades & Product Life Cycles

Software upgrades, firmware updates or other system revisions which are subsequently developed to correct problems
or malfunctions must be provided to the district at no additional charge, regardless of the inclusion of enhancements, for
the full term of the contract.

All planned or known End-of-Life (EOL) or End-of-Support (EOS) dates for proposed hardware or software must be listed
in the Vendor’s response.

Optional: Outsourced Print Services
The district wishes to explore outsourced print services from vendors as a supplemental service to our staff. Vendors

may optionally include proposals to accept print jobs electronically for printing and delivery to school buildings. Vendors
should provide a detailed description of their print production operations, including:

Print shop location(s) and job capabilities

Description of online submission portals and processes
Estimated completion and delivery times by job type and size
Detailed explanation of fee structures and billing processes

Only online print job submission will be considered, and the vendor's proposal should include an online job tracking
portal with both school and district level administration & reporting capabilities. Preference will be given to solutions
which can grant administrative oversight and approval processes if desired. Fees for managed print services should be
payable by monthly or quarterly invoice and be separated by school, department, or other established account. The
district reserves the right to decline the awarded vendor’s offering for Part 3B separately from the decision to award on
Part 3A as listed above.

ELIGIBLE PROPOSALS

The district will review all proposals for completeness and compliance with the terms and conditions included in this
Request. Proposals clearly inconsistent with the district’s requirements will be eliminated from further consideration.
Proposals must be made in good faith, without fraud, collusion, or connection of any kind with any other contractor for
the same work.

Any subcontractors working for the vendor must be identified in the vendor’s proposal and must meet all the
requirements specified in this request, and any contract between the vendor and the subcontractor must include all
contract terms agreed to between the district and the winning vendor. The winning vendor shall assume full
responsibility for any subcontractors it might utilize and shall remain the district’s point of contact for all concerns,
orders, service calls, invoicing and responsibilities related to the resulting contract. The vendor shall be required to
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identify all subcontractors that will be used in the performance of the contract and shall identify the capabilities,
experience, and portion of the work to be performed by the sub-contractor(s). The competency of the sub-contractor(s)
with respect to skill, responsibility and business standing shall be considered by the district when making the award in
the best interest of the district. Please specify in the appropriate space provided in your response any subcontractors and
the work to be performed by each. Any future changes in subcontractors must be mutually agreed upon in advance.

Vendors should state in writing that all furnished information, including prices, would remain valid for 90 days from the
date of the deadline for submission of this request. The vendor will absorb all costs incurred in the preparation and
presentation of their proposal.

Lease pricing information should be provided per leased unit model. The district will select unit models and quantities as
part of the final contract negotiation. Print services pricing must be provided per page, and print services proposals must
document any additional fees, such as delivery or cancellation fees.

This request is not an offer to contract. Acceptance of a proposal neither commits the district to award a contract to any
vendor, even if all requirements stated in the request are met, nor limits our right to negotiate in our best interest. The
district reserves the right to contract with a vendor for reasons other than the lowest price. Northern Lebanon School
District will thoroughly examine each proposal for best price, product quality, performance measures, flexibility, and
customer support.

Northern Lebanon School District reserves the right to reject any or all proposals, in whole or in part, with or without
cause, even if all the stated requirements are met. In addition, the district may enter negotiations with one or more
vendors simultaneously and award a contract without notification. At the sole discretion of Northern Lebanon, proposal
presentations may be requested before award of the contract. The district may also request the opportunity to conduct
an on-site review of the vendor’s facility and/or other locations where these services are provided, or a demonstration of
the proposed technology.

References

Vendor proposals must include a minimum of 3 customer references with details including contact information and the
length of their business relationship. The District may choose to inquire with those customers regarding the quality of
the vendor’s products and services.

Confidentiality
Any information contained in the proposal that is proprietary must be clearly marked as such and will be treated as

confidential to the extent allowable.

Governing Laws
The Contract shall be construed in accordance with and governed by the laws of the State of Pennsylvania.

Billing & Taxes

The awarded vendor will provide the District with a monthly electronic invoice for services. Invoices will allow for a
minimum of 30 days for payment. The vendor retains the title to all rental equipment and is responsible for payment of
property, income or federal taxes. Northern Lebanon School District is exempt from payment of all federal tax and
Pennsylvania State and local taxes on its purchase. A sales tax exemption form will be provided upon request.
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Insurance

Upon delivery and installation of the leased equipment and during the term of the lease, the risk of loss to the leased
equipment from fire, theft, and/or other hazards will rest with the Northern Lebanon School District. Upon request,
successful bidder will be provided with a Certificate of Insurance evidencing said coverage. Northern Lebanon School
District will provide a minimum of ten (10) days written notice to the successful bidder of any change or cancellation of
insurance.

5. CRITERIA FOR EVALUATION OF PROPOSALS

A proposal must meet the following minimum standards; proposals not meeting these minimum standards are
considered non-responsive and will not be reviewed or scored. The proposal must:

® be submitted by the deadline of May 10, 2024 at 5:00PM EDT

® be complete with all required attachments

e be for specific services requested and described in the Request for Quotes
e contain no evidence of real or apparent conflict of interest

All proposals will be screened for inclusion of all required information prior to release to the evaluation team. We may
exclude from further consideration any non-responsive proposal or portion of a proposal.

All proposals will be evaluated by the following categories:
e Technical system requirements (20%)
e Quoted Price (30%)
o Customer References (10%)
e Statement of Work (30%)
e Proposal Qualifications and Experience (10%)

This Request will follow the ‘Best Value’ evaluation system. Best Value looks at several criteria to evaluate proposals
including, but not limited to cost. It is a subjective evaluation process that reviews all proposals to determine which
proposal provides the best value for Northern Lebanon School District. Evaluation criteria may include, but may not be
limited to, the following:

1. Ability to provide and service printers at all locations with certified technicians
2. Competitive pricing, value, and fees
3. Proven ability to implement a Managed Print Services solution that includes a demonstrated ability to

rollout and manage a program of similar or larger size
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4, Ability to demonstrate a proactive managed approach for measurable cost reduction and end user print
behavior management

5. Solution’s capabilities related to device and user management

6. Extended functionalities that provide value to the district

Designated Contact
The individual listed below may be contacted for clarification of the proposal submission process. All questions must be

submitted in writing and emailed to:

Kirk A. Cless
Director of Technology
kcless@norleb.k12.pa.us

Submission of Questions
Questions regarding the Request for Proposal must be submitted in writing by 5:00 PM EDT on April 19, 2025. Questions

must be sent in email format to the designated contact listed above. The answers to all questions received by the due
date will be sent by email to all requesters and posted on the District’s website by 5:00 PM EDT on April 19, 2024.

Proposal Due Date and Delivery Method
All bid responses must be submitted via email to the designated contact listed above by 5:00PM EDT on May 10, 2024.

Withdrawal of Proposal
A proposal may be withdrawn at any time prior to the selection announcement by email to the designated contact listed

above.

Amendment of Proposal
A proposal may be amended by email to the designated contact at any time after submission but prior to the due date of

5:00PM EDT on May 10, 2024.

Changes and Amendments
The District reserves the right to amend or withdraw this RFQ at any time by notifying each potential proposer of record.

Award and Finalization
Once a selection has been made, the District will notify the winning vendor to begin contract negotiations. The results of

the bidding process will be made available upon request by email to the designated contact.

Northern Lebanon School District RFQ: Leased Print Devices & Managed Print Services 2024 Page 10 of 10


mailto:kcless@norleb.k12.pa.us

