
 
 

 

 
 

 
Board of Directors 

Administration and Finance Committee 
Parks Conference Room 

1030 St. Andrews Drive, El Dorado Hills 
 

March 16, 2020 
4:00pm 

MEETING AGENDA 
 

 
Noelle Mattock, Vice President 

Allan Priest, Director 
 
 

Mission Statement 
 

“Enhance the quality of life for El Dorado Hills Residents through innovative, responsible leadership  
and by providing superior services and facilities.” 

 
Call to Order 
 

 Roll Call 

 Adoption of Agenda1 
 
 
Directors’ Comments & Future Agenda Items 
 
 
Public Comment2 
 
 
 
 

                                            
1Adoption of Agenda: This agenda may be amended up to 72 hours (6:30 p.m. Monday) prior to the meeting being held. An AGENDA 
in FINAL FORM is located in the kiosk in front of the District Office and on the District's website at www.edhcsd.org. Support material 
is available for public inspection at the receptionist counter in the District Registration Office. Sessions of the Board of Directors may 
be recorded and members of the audience are asked to step to the microphone and give their name and address before addressing 
the Board. For anyone having difficulty hearing, listening assistance headphones are available from the Board Clerk. 

 
2Community Comments: At this time, members of the public may address the Board of Directors regarding any items within the 
subject matter jurisdiction of the Board, provided that NO action or discussion may be taken on items not on the agenda, unless 
authorized by law. Comments shall be limited to three (3) minutes per person and an overall time limit of 10 minutes per topic. 
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El Dorado Hills Community Services District March 16, 2020 
Administration & Finance Committee Agenda Page 2 
 
 

(916) 933-6624 | www.edhcsd.org 

General Business 
 

1. Staff Bringing Forth Changes in the FY21 Budget for Review and Request for 

Direction on Preliminary Staff Budgetary Reports 

2. Staff Requesting Board Approval to Move Forward with Investments of Mutual 

Funds 

3. Staff Requesting to Update to Policy 3272: Reserve Policies; to Include an 

Operating Reserve Fund and Move Unassigned Funds to Reserve Funds 

4. Staff Requesting Review and Support to Replace the Current Managed 

Information Technology (IT) Services Provider 

5. Staff Requesting Support for Approval of Award of Contract to Caltronics Business 

Systems for Copier Services 

6. General Manager Requesting Approval for Staff Merit Increase Per District Policy 

2220: Merit and Special Merit Compensation Program for Unrepresented Full-

Time Employees 

7. Review and Approval of General Manager’s Commercial Purchasing Card Credit 

Card Statement (K. Loewen) (Handout) 

 
 
Adjournment 
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration and Finance Committee 
 
From: Teri Gotro, Controller 
 
Meeting Date: March 16, 2020 
 
Report Date: March 11, 2020 
 
Subject: Fiscal Year 2020/2021 Staff Budget Review of Significant Changes 
 
 
Recommended Action: 
 

Review the significant changes in the FY21 Budget and give staff feedback and direction on the 
preliminary Staff Budgetary Reports. 
 
 
Background: 
 

The Administration and Finance Committee has a responsibility to oversee the Budget process for 
the District. It is essential that the Committee stay involved and give input through the entire 
process, beginning to end. The first phase of the budget process is for the Committee to review 
preliminary budget reports that forecast significant changes.  Significant changes is defined as any 
budget variance in comparing the FY2021 Budget forecast to FY2020 Revised Budget that adjust 
more than 10% and has a variance difference of over $5,000.   
 
 
Discussion: 
 

Staff kicked off the FY2021 Budget process on Friday, January 17, 2020. The first order of the 
process was to create salary worksheets for each Budgetary Account. The worksheets went 
through a thorough process of review (Department Heads, Finance and General Manager/HR). 
The General Manager, with the requirement that Department Heads clarify any significant changes 
in the budget narratives, approved all salary worksheets. The second order of the process was 
creating the remainder of the budget, both revenues and expenditures. This process is now 
complete and Department heads have submitted their budgets to the General Manager for the first 
phase of the review process. Part of the General Manager’s review is getting input from the 
Administration and Finance Committee to ensure the District is on track to meeting the budgetary 
responsibilities of the District.  
 
The Staff Budget Worksheet attachments are an overall look at the operating department budgets 
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El Dorado Hills Community Services District 
RE: Fiscal Year 2020/2021 Staff Budget Review of Significant Changes 
Date: March 16, 2020 
Page 2 of 4 
 

of Administration, Recreation and Parks & Planning. Significant changes in the budgeted are 
explained. LLAD, CC&R and Capital budgets will not be included in this initial report as the District 
is waiting for the Final Engineer’s Report. In addition, the “Transfer In/Transfer Outs” in 
Administration are added later in the budget process, as it also requires the completion of the 
Engineer’s Reports. 
 
Administration: 
 

Revenues: The Administration Department has submitted a conservative budget for forecasted 
revenues. The decrease in CC&R and LLAD reimbursements is due to a more accurate recording 
of staff time on the salary worksheets. This adjustment is more in line with FY2020 actuals. The 
Interest revenues are also more in line with FY2020 Actuals. This forecast does consider a drop 
in investment yields and is conservative with an average prediction of 1% yield on LAIF and Five 
Star investments. The $10.7K increase in Wireless Tower Lease Revenue is due to staff 
renegotiating the AT&T agreement, bringing it up to current market rates. Another significant 
change is the revenue and expenditures of the Registration Office operations were moved from 
the Recreation Department to the Administration Department, as it now serves as the District 
Office in managing many more functions than just Recreation. 
 
Expenditures: Salary and Benefits will continue to rise as minimum wage increases (50% increase 
over span of 5 years from 2018-2022) and the District’s wage scale adjusts to meet this 
requirement. The increase in part time and full time wages are also due to moving the Registration 
Office staff to the Administration Office. This includes 1.75 Full Time staff and 6 part time year-
round staff. Additionally, the Communications Specialist was moved from part time to full time 
status, increasing the employee benefits tied to full time staff. The increase forecasted in 
Equipment Services increase ($6565) derives from a combination of adding Office 360 or 
equivalent IT licensing and services for network and website securities. Functional Services also 
has a forecasted increase that allows for the new Communication Specialist to have access to 
services that the job requires. The decrease in landscapes supplies (Volunteer Projects) of $6k is 
more in line with the previous year’s actuals. The forecasted decrease in Legal Services is a result 
of securing a new legal counsel at a reduced rate without sacrificing any value in service. The 
increase in staff training correlates with the additional positions added to Administration and the 
Executive Assistant has added training to complete the positions required certifications.  For FY20, 
General Insurance rates increased 27%. The District is expecting a similar increase for FY21 and 
has budgeted accordingly. 
  
Overall, the Administration Department will forecast a budget net increase of $229,932 (8.05%) 
over the prior year’s budget. 
 
 
Recreation: 
 

Revenue: The Recreation Budget for FY21 will forecast an overall increase of $7,775 (.45%). The 
significant changes in revenue come with the Sports and Aquatic Divisions. The Sports Division 
anticipates an increase of $49,130(10.45%) due to increased participation. The Aquatics 
Department has lowered forecasts this year by $29,870. This figure is more in line with FY2020 
actuals with numbers down due to local competition for swim lessons and a reduced summer 
schedule with school starting earlier than previous years. 
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El Dorado Hills Community Services District 
RE: Fiscal Year 2020/2021 Staff Budget Review of Significant Changes 
Date: March 16, 2020 
Page 3 of 4 
 

 
Expenditures: Salary and benefits in recreation have an overall increase of $75,199. This accounts 
for 1) moving Registration Office to Administration, 2) hiring youth development staff to run Youth 
and Teen Services and 3) the impact from minimum wage increase. Functional Services will 
increase due to implementing ePact software program that gathers emergency information and 
tracks participants (check-in/out). Rental Equipment will be reduced in this budget cycle because 
the District purchased light towers eliminating the need to rent them for special events. Facility 
Rentals has been added to the Recreation Department, previously budgeted in the Parks and 
Planning Department. These expenditures are for the rental of off-site facilities through the joint-
use-agreement terms. Staff has budgeted to restart the oversight of Youth and Teen Services, 
eliminating the cost in Contract Services by $145,538.   
 
Overall, the Recreation Department Budget will forecast a net budget decrease of $145,538 
(17.48%). 
 
 
Parks & Planning: 
 

Revenue: The revenue for the Parks & Planning department will stay relatively static. 
Reimbursement for CC&R/LLADs are based on staff overhead and may adjust throughout the 
budget process as the Engineers report is not yet complete. 
 
Expenditures: Salary and Benefits budget forecasts overall will decrease by $24,374. This is a 
result of improved forecasting through salary worksheets and eliminating two full time positions 
(Admin Assistant, and Project & Planning Coordinator). Both Equipment supplies and Functional 
Supplies decreased by $11,500 to align with the Departments project list for FY2021. Professional 
Services sees an increase due to budgeting for the Board approved $70k for the underfunded 
LLAD outreach and voting process, as well as $125k budgeted for the work to perform a Master 
Plan update. Electric Utility costs are anticipated to decrease by $67K due to solar installation 
being complete. The deferred maintenance schedule has been scaled down for FY21 resulting in 
a decrease in budget projections of $1.27M. The “Transfer Outs” are the LLAD General Fund 
Contributions. This is a preliminary number that may change when the District receives the Final 
Engineer’s reports. 
 
Overall, the Parks and Planning Department will forecast a budget net decrease of $1.88M 
(39.57%) over the prior year’s budget. 
 
 
Master Plan Strategic Recommendations: 
 

E.11 Develop and adhere to a long-term capital spending plan that results in a balanced budget. 
 
E.13 Practice fiscal responsibility in all acquisitions and expenditures. 
 
 
Fiscal Impact: 
 

The Budget process is the tactical implementation of the District’s Strategic Plan. The District has 
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the responsibility to create a balanced budget. 
 
 
Attachment: 
 
A. Staff Budget Worksheets 
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El Dorado Hills Community Services District

Staff Budget - Administration

Description FY2018 

Actual

FY2019 

Actual

FY2020 

Budget

FY2021 

Proposed Variance

% 

Variance

Revenue

CC&R Reimbursement 2,292$           87,665$         112,962$      96,647$          (16,316)$     -14.44%

Reimbursement 1,250$           750$              -$              -$                -$            0.00%

LLAD Reimbursement 79,443$         214,872$       381,997$      336,819$        (45,179)$     -11.83%

Refund Processing Fee -$               -$               -$              3,000$            3,000$        0.00%

Property Tax/Assessments 6,858,622$    7,297,842$    7,588,092$   7,600,000$     11,908$      0.16%

Non Resident Fee -$               -$               -$              18,000$          18,000$      0.00%

Interest 123,344$       238,482$       300,000$      400,000$        100,000$    33.33%

Franchise Fees 903,300$       910,011$       954,400$      926,400$        (28,000)$     -2.93%

Wireless Tower Lease 56,818$         56,869$         55,577$        66,347$          10,770$      19.38%

Miscellaneous 5,494$           1,968$           6,180$          8,200$            2,020$        32.69%

Unrealized Gains/Losses 31,663$         172,438$       -$              -$                -$            0.00%

Revenue Total 8,062,226$    8,980,897$    9,399,209$   9,455,413$     56,204$      0.60%

Expense

Payroll Tax Expense 62,993$         62,433$         68,016$        77,050$          9,034$        13.28%

Employee Benefits 97,580$         89,431$         127,950$      158,952$        31,002$      24.23%

Retirement 129,889$       123,111$       242,215$      238,971$        (3,244)$       -1.34%

Retirement benefits-other 130,610$       221,322$       223,123$      254,496$        31,373$      14.06%

Life Insurance 1,793$           1,610$           2,150$          2,340$            190$           8.84%

Workers Compensation 3,019$           2,545$           4,340$          5,541$            1,201$        27.67%

Salary Expense-Full Time 486,344$       575,171$       637,692$      765,531$        127,839$    20.05%

Salary Expense-Part Time 83,624$         109,446$       183,457$      206,068$        22,611$      12.33%

Overtime Expense 326$              197$              500$             500$               -$            0.00%

Other Post Employment Benefits 23,058$         -$               -$              -$                -$            0.00%

Salary and Benefits Total 1,019,236$    1,185,264$    1,489,443$   1,709,450$     220,007$    14.77%

Directors Expense 39,136$         27,167$         41,500$        43,500$          2,000$        4.82%

Temporary Labor 28,849$         7,913$           -$              -$                -$            0.00%

Equipment Supplies 28,241$         62,196$         42,150$        42,750$          600$           1.42%

Equipment Services 49,330$         37,501$         41,064$        47,629$          6,565$        15.99%

Functional Supplies 20,097$         30,205$         35,400$        36,650$          1,250$        3.53%

Functional Services 22,605$         59,481$         28,550$        34,640$          6,090$        21.33%

Government Fees & Permits 132,352$       149,638$       164,700$      168,600$        3,900$        2.37%

Irrigation Supplies -$               -$               1,000$          1,000$            -$            0.00%

Small Tools -$               -$               1,000$          1,000$            -$            0.00%

Landscape Supplies 10,539$         1,951$           18,000$        12,000$          (6,000)$       -33.33%

Contract Service 71,346$         158,728$       204,600$      245,700$        41,100$      20.09%

Office Supplies 10,474$         10,288$         11,500$        9,600$            (1,900)$       -16.52%

Office Services 2,751$           4,144$           4,080$          4,680$            600$           14.71%

Postage 5,324$           3,410$           4,000$          4,220$            220$           5.50%

Professional Services 229,492$       70,395$         175,740$      161,600$        (14,140)$     -8.05%

Legal Services 148,684$       234,808$       230,000$      161,000$        (69,000)$     -30.00%

Dues & Publications 14,610$         16,840$         15,750$        16,525$          775$           4.92%

Advertising & Legal Notice 2,293$           3,584$           4,500$          2,800$            (1,700)$       -37.78%
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Staff Training 42,903$         33,697$         49,000$        62,400$          13,400$      27.35%

Employee Appreciation 4,288$           5,289$           7,300$          7,750$            450$           6.16%

Local Meetings 3,269$           2,140$           2,500$          2,500$            -$            0.00%

Mileage & Travel 10,920$         7,166$           10,800$        11,400$          600$           5.56%

Rental-Equipment 10,857$         6,614$           10,500$        11,450$          950$           9.05%

Election Expense -$               27,902$         45,000$        45,000$          -$            0.00%

Printing 794$              1,255$           4,350$          3,600$            (750)$          -17.24%

Telephone Expense 56,640$         56,562$         64,300$        59,640$          (4,660)$       -7.25%

General Insurance 93,732$         104,340$       136,300$      170,375$        34,075$      25.00%

Safety Expenses 441$              834$              5,000$          3,500$            (1,500)$       -30.00%

Miscellaneous (391)$             14$                -$              -$                -$            0.00%

Services and Supplies Total 1,039,578$    1,124,065$    1,358,584$   1,371,509$     12,925$      0.95%

Computer Equipment -$               -$               8,000$          5,000$            (3,000)$       -37.50%

Capital Expenditures Total -$               -$               8,000$          5,000$            (3,000)$       -37.50%

Expense 2,058,813$    2,309,329$    2,856,027$   3,085,959$     229,932$    8.05%
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El Dorado Hills Community Services District

Staff Budget -Recreation

Description FY2018 Actual FY2019 

Actual

FY2020 

Budget

FY2021 

Proposed Variance
% 

Variance

Revenue

Refund Processing Fee 2,903$                2,980$             3,500$             -$                     (3,500)$         -100.00%

Miscellaneous 60$                     8,218$             7,100$             7,000$                  (100)$            -1.41%

Youth Camps 385,592$            320,130$         397,397$         382,716$              (14,681)$       -3.69%

Sports Programs 444,645$            406,823$         470,000$         519,130$              49,130$         10.45%

Special Interest Classes 325,605$            294,284$         325,826$         331,801$              5,975$           1.83%

Special Events 26,698$              55,102$           43,700$           43,300$                (400)$            -0.92%

Aquatics Programs 280,174$            291,336$         298,117$         268,247$              (29,870)$       -10.02%

Senior Citizens 11,534$              18,712$           24,260$           25,550$                1,290$           5.32%

Teen Programs 126,029$            125,276$         111,604$         111,335$              (269)$            -0.24%

Revenue Total 1,603,313$         1,527,778$      1,681,504$      1,689,079$           7,575$           0.45%

Expense

Payroll Tax Expense 121,627$            102,667$         88,803$           104,794$              15,991$         18.01%

Employee Benefits 93,134$              111,394$         123,210$         139,584$              16,374$         13.29%

Retirement 115,467$            119,043$         56,717$           49,006$                (7,712)$         -13.60%

Life Insurance 423$                   744$                480$                1,092$                  612$              127.50%

Workers Compensation 15,732$              18,142$           21,709$           19,486$                (2,222)$         -10.24%

Salary Expense-Full Time 456,726$            487,007$         525,070$         498,487$              (26,583)$       -5.06%

Salary Expense-Part Time 712,244$            569,111$         451,173$         529,913$              78,740$         17.45%

Salary and Benefits Total 1,515,353$         1,408,534$      1,267,163$      1,342,362$           75,199$         5.93%

Equipment Supplies 9,441$                6,291$             8,775$             6,375$                  (2,400)$         -27.35%

Functional Supplies 191,096$            165,178$         151,674$         168,721$              17,047$         11.24%

Functional Services 102,032$            48,668$           42,350$           63,150$                20,800$         49.11%

Contract Service 31,599$              454,482$         806,567$         544,838$              (261,729)$     -32.45%

Professional Services 306,882$            48,921$           63,544$           67,344$                3,800$           5.98%

Staff Training 9,531$                18,367$           23,550$           18,800$                (4,750)$         -20.17%

Employee Appreciation 2,563$                2,295$             2,500$             2,200$                  (300)$            -12.00%

Mileage & Travel 5,689$                5,076$             6,000$             5,550$                  (450)$            -7.50%

Rental-Equipment 14,539$              15,282$           17,600$           10,160$                (7,440)$         -42.27%

Rental-Facilities 51,055$              53,610$           60,745$           72,880$                12,135$         19.98%

Printing 39,691$              23,441$           41,700$           51,825$                10,125$         24.28%

Telephone Expense 3,282$                6,549$             5,460$             5,460$                  -$              0.00%

Services and Supplies Total 778,713$            858,668$         1,247,075$      1,033,913$           (213,162)$     -17.09%

Expense 2,294,066$         2,267,203$      2,514,237$      2,376,275$           (137,963)$     -5.49%

Recreation Net (690,752)$           (739,424)$        (832,733)$        (687,196)$            145,538$       17.48%
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El Dorado Hills Community Services District

Staff Budget- Parks & Planning

Description FY2018 

Actual

FY2019 

Actual

FY2020 

Budget

FY2021 

Proposed Variance
% Variance

Revenue

CC&R Reimbursement -$               131,498$        169,443$          144,970$            (24,473)$        -14.44%

Reimbursement 55,905$         70,573$          40,000$            40,000$              -$               0.00%

Impact Fee Reimbursement 66,948$         43,379$          37,000$            37,000$              -$               0.00%

LLAD Reimbursement 211,498$       423,677$        753,210$          664,128$            (89,082)$        -11.83%

Park & Facility Rentals 308,633$       269,036$        266,668$          278,462$            11,794$         4.42%

Revenue Total 645,544$       1,722,644$     1,266,322$       1,164,560$         (101,761)$      -8.04%

Expense

Payroll Tax Expense 58,790$         54,509$          73,114$            73,596$              482$              0.66%

Employee Benefits 135,847$       136,033$        178,838$          166,062$            (12,776)$        -7.14%

Retirement 125,401$       129,701$        69,527$            62,949$              (6,578)$          -9.46%

Life Insurance 780$              914$               764$                 2,028$                1,264$           165.31%

Workers Compensation 36,720$         44,449$          53,771$            64,365$              10,594$         19.70%

Salary Expense-Full Time 576,900$       611,334$        779,752$          695,848$            (83,904)$        -10.76%

Salary Expense-Part Time 44,374$         12,950$          119,010$          184,490$            65,480$         55.02%

Overtime Expense -$               -$                1,798$              2,862$                1,064$           59.18%

Salary and Benefits Total 978,811$       989,892$        1,276,575$       1,252,201$         (24,374)$        -1.91%

Temporary Labor 94,154$         154,378$        -$                  -$                   -$               0.00%

Custodial Supplies 29,566$         29,767$          26,400$            29,400$              3,000$           11.36%

Equipment Supplies 23,059$         24,712$          30,100$            18,600$              (11,500)$        -38.21%

Equipment Services 43,368$         29,707$          51,500$            50,980$              (520)$             -1.01%

HVAC-Equipment Services 4,949$           15,537$          14,500$            13,500$              (1,000)$          -6.90%

Kitchen Equipment 765$              945$               1,000$              1,500$                500$              50.00%

Functional Supplies 50,654$         69,984$          39,000$            27,500$              (11,500)$        -29.49%

Functional Services 28,675$         46,637$          10,300$            10,300$              -$               0.00%

Government Fees & Permits 6,233$           11,309$          9,500$              11,000$              1,500$           15.79%

Playground Equipment 3,886$           6,702$            8,000$              8,000$                -$               0.00%

Park/Field Supplies 31,117$         27,945$          30,678$            38,500$              7,822$           25.50%

Irrigation Supplies 19,275$         19,056$          21,800$            22,300$              500$              2.29%

Small Tools 5,813$           6,120$            7,100$              6,900$                (200)$             -2.82%

Landscape Supplies 48,315$         36,461$          72,530$            62,670$              (9,860)$          -13.59%

Contract Service 662,610$       779,338$        1,021,349$       955,311$            (66,038)$        -6.47%

Chemical Supplies 92,931$         87,937$          105,750$          96,260$              (9,490)$          -8.97%

Vandalism 974$              2,691$            7,000$              6,500$                (500)$             -7.14%

Deferred Maintenance <5000 55,802$         47,283$          27,158$            36,802$              9,644$           35.51%

Office Supplies 3,949$           2,747$            2,500$              2,500$                -$               0.00%

Professional Services 26,358$         39,340$          115,500$          235,000$            119,500$       103.46%

Dues & Publications 330$              2,043$            1,630$              1,510$                (120)$             -7.36%

Advertising & Legal Notice 1,081$           7,326$            2,000$              2,500$                500$              25.00%

Staff Training 15,005$         9,396$            23,975$            27,675$              3,700$           15.43%

Employee Appreciation 269$              -$                2,000$              2,000$                -$               0.00%

Local Meetings 108$              126$               500$                 500$                   -$               0.00%

Mileage & Travel 4,015$           5,356$            6,000$              6,200$                200$              3.33%

Fuel Expense 26,351$         29,292$          30,000$            34,500$              4,500$           15.00%

Rental-Equipment 8,912$           11,480$          11,072$            10,872$              (200)$             -1.81%

Rental-Facilities -$               208,935$        1,000$              1,000$                -$               0.00%

Printing 103$              1,622$            1,000$              4,000$                3,000$           300.00%

Telephone Expense 14,902$         9,510$            18,820$            22,020$              3,200$           17.00%

Water Expense 133,419$       122,064$        139,128$          142,659$            3,531$           2.54%

Utility: Gas 37,831$         41,895$          20,500$            17,500$              (3,000)$          -14.63%

Utility: Electric 160,759$       149,699$        135,081$          67,510$              (67,571)$        -50.02%

Utility: Street Light Electric 308$              -$                -$                  -$                   -$               0.00%

Safety Expenses 3,361$           21,761$          9,850$              6,750$                (3,100)$          -31.47%- 10 -



Services and Supplies Total 1,639,206$    2,059,103$     2,004,221$       1,980,719$         (23,502)$        -1.17%

Land Acquisition -$               621,571$        -$                  -$                   -$               0.00%

Buildings & Facilities 24,993$         9,246$            0$                     7,500$                7,500$           74999900%

Equipment & Vehicles 54,977$         47,578$          82,453$            -$                   (82,453)$        -100.00%

Deferred Maintenance >5000 91,533$         785,252$        1,445,825$       188,393$            (1,257,432)$   -86.97%

Capital Expenditures Total 171,503$       1,463,647$     1,528,278$       195,893$            (1,332,385)$   -87.18%

Transfers Out 1,355,311$    402,495$        1,215,601$       611,271$            (604,330)$      -49.71%

Transfers Out Total 1,355,311$    402,495$        1,215,601$       611,271$            (604,330)$      -49.71%

Expense 4,144,832$    4,915,137$     6,024,675$       4,040,084$         (1,984,591)$   -32.94%

Parks & Planning Net (3,499,288)$   (3,192,492)$    (4,758,353)$      (2,875,523)$       1,882,830$    39.57%
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration and Finance Committee 
 
From: Teri Gotro, Controller 
 
Meeting Date: March 16, 2020 
 
Report Date: March 11, 2020 
 
Subject: Investment in Mutual Funds 
 
 
Recommended Action: 
 

Discuss and support staff moving forward with investing in Mutual Funds that include a portfolio of 
100% Bonds. 
 
 
Background: 
 

At the Administration and Finance meeting on December 17, 2019, Kyle Roulet with Edward Jones 
presented to the Committee several mutual fund investment options for the District. The 
Committee asked staff to present three (3) different portfolios to the full Board for review. Each 
portfolio had a split of Equity (Stock) to Bonds, 40/60, 50/50 and 60/40. Edward Jones provided 
these portfolios to management and the average yield was 7%. 
 
At the end of January, Management attended a California Society of Municipal Financial Officers 
(CSMFO) conference and learned that California Government Code 53601 prohibits investing in 
Equities (stocks). Management went back to Edward Jones and requested mutual fund options 
that excluded Equities. 
 
 
Discussion: 
 

Edward Jones was able to find a limited number of mutual funds that have a portfolio of 100% 
bonds. Four portfolios were provided with only one investment option that had 100% of the portfolio 
in “A” rating and above. These investment portfolios have a yield ranging from 3 to 4%. The original 
need to get full Board approval is no longer required since this investment is consistent to what 
management is currently investing in, Fixed Income/Bond Investments. 
 
In advance of adding this new investment option to the District’s portfolio, staff are providing this 
brief summary and seek support from the Committee to make take action in investing a portion of 
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El Dorado Hills Community Services District 
RE: Investment in Mutual Funds 
Date: March 16, 2020 
Page 2 of 2 
 

funds in this manner. For diversity in investments, staff will initially invest $1M into the 
aforementioned option while seeking other similar mutual funds that meet all requirements and 
provide for enhanced investment diversity.  
 
 
Master Plan Strategic Recommendations: 
 

E.16 Consider new revenue sources that support expanded and diversified facilities, programs, 
and initiatives, including: 

 

 Invest District portfolio to maximize yield and investment revenues with the 
Investment Policy. 

 
 
Fiscal Impact: 
 

The advertised yield of 3-4% presents a positive impact potential, however, with all non-
guaranteed investments there is a risk of obtaining less than that amount. Continued tracking and 
reporting on all investments will provide Management with the data to make adjustments to the 
investment portfolio accordingly. 
 
 
Attachment: 
 

A. CSMFO California Government Code Handout 
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9

Investment Universe vs. California Government Code

Securities 1 Day 180 Days 270 Days 1 Year 5 Years Over 5 Years
U.S. Treasuries Permitted Requires Approval

Federal Agencies Permitted Requires Approval
Municipal Securities Permitted Requires Approval

Negotiable Certificates of Deposit Permitted Requires Approval
Commercial Paper Permitted X  Prohibited

Bankers’ Acceptances Permitted X  Prohibited
Medium-Term Corporate Notes  Permitted X  Prohibited
Asset-Backed Securities (ABS)  Permitted X  Prohibited

Supranationals  Permitted X  Prohibited
Repurchase Agreements Permitted X  Prohibited

Money Market Funds/Bond Mutual Funds Permitted X  Prohibited
Local Government Investment Pools Permitted X  Prohibited

Foreign Sovereign X  Prohibited
Fixed-Income ETFs X  Prohibited

High-Yield Bonds X  Prohibited
Private Placements X  Prohibited

Convertibles X  Prohibited
Non-U.S. Dollar Investment Grade X  Prohibited

Emerging Markets Debt X  Prohibited
Bank Loans X  Prohibited

Domestic Equities (Large, Mid, Small Cap) X  Prohibited
International Equities (Large, Mid, Small Cap) X  Prohibited

Emerging Markets X  Prohibited
Preferred Stock X  Prohibited

Equity Mutual Funds and ETFs X  Prohibited
Commodities X  Prohibited

Real Estate X  Prohibited
Hedge Funds X  Prohibited
Private Equity X  Prohibited

Venture Capital X  Prohibited
Tangible Assets X  Prohibited

Complex Derivatives, Futures and Options X  Prohibited
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Permitted Investments – Pooled

Shares of beneficial interest issued by a diversified management company (l)

• Money market mutual funds (2)

− 20% of portfolio

− AAA by two or more NRSROs OR Advisor requirements

− Net asset value (NAV) may be stable or variable depending on type of fund (government vs. 
prime, retail vs. institutional)

• Mutual funds (1)

− 20% of portfolio, no more than 10% in any one fund

− AAA by two or more NRSROs OR Advisor requirements

− Variable NAV

− Underlying investments must be same as California Government Code Section 53601
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration and Finance Committee 
 
From: Teri Gotro, Controller 
 
Meeting Date: March 16, 2020 
 
Report Date: March 11, 2020 
 
Subject: Update Policy 3272: Reserve Policies; to include an Operating 

Reserve Fund and Move Unassigned Funds to Reserve Funds 
    
 
Recommended Action: 
 

1. Review and request the attached revised Policy 3272: Reserve Policies (Reserve Policy) 
be forwarded to the Board of Directors, with Support. 

 
2. Recommend to the full Board of Directors to move $3M of unrestricted General Fund 

Balance to Capital Deficiency and $4.2M of unrestricted General Fund to the newly setup 
Operating Reserve Acct. 

 
 
Background: 
 

The District has a Reserve Policy to maintain prudent reserve funds to provide a measure of 
financial protection for the District. The Reserve Policy was updated by the Board in August 2019. 
Part of this update was a policy goal to maintain a minimum of 50% of the current projected annual 
operating expenditures in the Unrestricted General Fund Balance. Included in this staff report was 
a comment that management will further research creating a separate Reserve Fund to be setup 
to cover these fluctuations or unforeseen circumstances. 
 
 
Discussion: 
 

Management did further research on the Reserve Policy as a follow up from the August 2019 
Board Meeting. To be more fiscally responsible, Management is recommending that an Operating 
Reserve be set up to assign funds to a reserve fund that protects the District from the operating 
fluctuations or unforeseen circumstance. These funds currently sit in the District’s “unassigned” 
unrestricted General Fund Balance.   
 
On the District’s Financial Balance Sheet, the Fund Balances are categorized as Restricted, 
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El Dorado Hills Community Services District 
RE: Update Reserve Policy to include an Operating Reserve Fund and move Unassigned Funds to Reserve Funds 
Date: March 16, 2020 
Page 2 of 2 
 

Reserves, Assigned or Unassigned. At the end of the 2nd Quarter of FY2020 the General Fund 
balances hold $6.7M in Reserves and $8.7M as Unassigned (unrestricted General Fund Balance). 
 
The Board has the responsibility and authority to move funds to the areas that meet the needs of 
the District. Management is recommending that the Board of Directors move a majority of the 
Unassigned Funds in the General Fund to a Reserve Fund securing these funds for their intended 
purpose. 
 
 
Master Plan Strategic Recommendations: 
 

E.15 Maintain and enhance General Fund support of parks, recreation programs and 
maintenance. 

 
 
Fiscal Impact: 
 

There is no fiscal Impact for this item. 
 
 
Attachment: 
 

A. District Policy 3272: Reserve Policies - Clean Version 
B. District Policy 3272: Reserve Policies - Redline Version 
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POLICY TITLE: MANAGEMENT AND BUDGET POLICIES 

POLICY NUMBER: 3270 
 
Financial Management Policies 
 
The El Dorado Hills Community Services District’s financial policies establish long-term policy guidance 
for conducting the District’s financial activities. The Board of Directors has established these policies to 
meet the following objectives: 
 
General Policies 
 
3270.10 All current operating expenditures will be financed with current revenues. 
 
3270.20 Budgetary emphasis will focus on providing high quality District services, recognizing the 

fundamental importance to the public, of public safety and properly maintained 
infrastructure and their related programs. 

 
3270.30 The budget will provided sufficient funding for adequate maintenance and orderly 

replacement of capital assets and equipment. 
 
3270.40 The budget will reflect a higher priority for maintenance of existing facilities than for the 

acquisition of new facilities. 
 
3270.50 Future maintenance needs and operational costs for all new capital facilities will be 

conservatively estimated and added costs will be recognized and included in future 
year’s budget projections. 

 
3270.60 Quality community services, with a focus on cost savings, remain important budgetary 

goals. 
 
3270.70 Likewise, productivity improvements resulting in cost reduction will remain an 

important budgetary goal. 
 
Revenue Policies 
 
3271.10 Whenever possible, a diversified and stable revenue system will be maintained to avoid 

the District facing short-run fluctuations in any single revenue source. 
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3271.20 Revenues will be conservatively estimated, will be projected over the next five years and 
will be updated annually. 

 
3271.30 Intergovernmental assistance in the form of grants or loans will be used to finance: 
 

• Capital improvements that are consistent with the Capital Improvement 
priorities and can be maintained and operated over time; and 

• Operating programs which can either be sustained over time or have a limited 
duration. 

 
3271.40 One-time revenues will be used only to support capital projects that have operational 

funding in place or for other non-recurring expenditures. 
 
3271.50 Fees and charges will be set at a level that supports the direct and indirect cost of the 

service provided. 
 
Reserve Policies 
 
3272.10 The District will maintain prudent reserve funds to stabilize the District’s fiscal base for 

anticipated fluctuations in revenues and expenditures, provide for unanticipated 
expenditures of a nonrecurring nature or to meet unexpected increases in service 
delivery costs within the fiscal year. The following unrestricted General Fund balance 
requirements and reserve funds are to be utilized: 

 
3272.20 Operating Reserve to fund on-going operations from July through December, or until 

property tax revenues are received from the County. Maintain a General Fund Reserve 
balance equal to 50% of projected annual operating expenditures. 

 
3272.30 Economic Uncertainty Reserve to protect the General Fund against unpredictable 

fluctuations in major revenues and unexpected emergencies. Maintain General Fund 
Reserve level of 20% of discretionary General Fund Revenues. The reserve level should 
be reviewed at least annually. 

 
Amended April 14, 2011  

 
3272.40 Capital Replacement Reserve to provide for sufficient funds for the anticipated 

replacement of capital equipment and the maintenance of capital assets per the Reserve 
Study. The goal for the General Fund Capital Replacement Reserve shall be set at, or 
exceed the minimum level, recommended in the Reserve Study. Appropriations from 
these reserves will be to fund major capital replacement expenditures, replacement 
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costs of existing equipment, vehicles, computers and office furnishings as they reach the 
end of their useful life. 

 
3272.50 Compensated Absences Reserve to fund the District’s liability to pay employees for 

unused vacation benefits and accrued compensated time off upon retirement or 
termination. 

 
3272.60 Funding of Reserves will come generally from one-time revenues, year-end fund 

balances and projected revenues in excess of projected expenditures. After meeting the 
unrestricted General Fund balance requirement, any remaining surplus will generally be 
reserved in the following priority order: 

 

 Reserve for Compensated Absences 

 Reserve for Operating Reserve 

 Reserve for Economic Uncertainty/Emergencies 

 Reserve for Capital Replacement 

 Reserve for Capital Deficiency Reserve 
 
3272.70 Capital Deficiency Reserve to set aside funds for the capital improvement deficiencies 

as defined in the District’s master plan and nexus study. 
 

Amended October 8, 2009; April 14, 2011 
 
3272.80 Appropriation or use of funds from these reserves beyond funding for on-going 

operations as defined in policy 3272.20 requires Board of Directors approval. 
 

Adopted April 14, 2011 
Revised August 2019 

 
Debt Management Policy 
 
3273.10 It is the intent of the El Dorado Hills Community Services District to issue debt in a 

manner that adheres to federal and state laws, existing bond covenants and prudent 
financial management. 

 
3273.20 The Board of Directors will annually review and adopt a Debt Management Policy. This 

policy will address inter-fund borrowing, short-term borrowing, long-term borrowing, 
and debt issuance. The policy will provide guidance for ensuring that financial resources 
are adequate to meet short-term and long-term service objectives and that financing 
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undertaken by the District satisfy certain clear objective standards which allow the 
District to protect its financial resources in order to meet its long term capital needs. 

 
Investment Policy 
 
3274.10 The Board of Directors will annually review and adopt an Investment Policy in 

conformance with the California Government Code. The policy will address the 
objectives of safety, liquidity and yield with respect to the District’s financial assets. 

 
Fees and Charges Policy 
 
3275.10 The fees and charges will be set to provide adequate resources for the cost of the 

program or service provided. 
 
Purchasing Policy 
 
3276.10 The District will maintain a purchasing policy designed to support and enhance the 

delivery of governmental services while seeking to obtain the maximum value for each 
dollar expended. 

 
Performance Measures Policy 
 
3277.10 The General Manager, working with heads of departments, will annually develop 

performance measures to assess how efficiently and effectively the functions, programs 
and activities in each department are provided and for determining whether program 
goals are being met. 

 
 
 
 
 
Source: Approved October 12, 2006 
Annual Review Due October 2007 
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POLICY TITLE: MANAGEMENT AND BUDGET POLICIES 

POLICY NUMBER: 3270 
 
Financial Management Policies 
 
The El Dorado Hills Community Services District’s financial policies establish long-term policy guidance 
for conducting the District’s financial activities. The Board of Directors has established these policies to 
meet the following objectives: 
 
General Policies 
 
3270.10 All current operating expenditures will be financed with current revenues. 
 
3270.20 Budgetary emphasis will focus on providing high quality District services, recognizing the 

fundamental importance to the public, of public safety and properly maintained 
infrastructure and their related programs. 

 
3270.30 The budget will provided sufficient funding for adequate maintenance and orderly 

replacement of capital assets and equipment. 
 
3270.40 The budget will reflect a higher priority for maintenance of existing facilities than for the 

acquisition of new facilities. 
 
3270.50 Future maintenance needs and operational costs for all new capital facilities will be 

conservatively estimated and added costs will be recognized and included in future 
year’s budget projections. 

 
3270.60 Quality community services, with a focus on cost savings, remain important budgetary 

goals. 
 
3270.70 Likewise, productivity improvements resulting in cost reduction will remain an 

important budgetary goal. 
 
Revenue Policies 
 
3271.10 Whenever possible, a diversified and stable revenue system will be maintained to avoid 

the District facing short-run fluctuations in any single revenue source. 
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3271.20 Revenues will be conservatively estimated, will be projected over the next five years and 
will be updated annually. 

 
3271.30 Intergovernmental assistance in the form of grants or loans will be used to finance: 
 

• Capital improvements that are consistent with the Capital Improvement 
priorities and can be maintained and operated over time; and 

• Operating programs which can either be sustained over time or have a limited 
duration. 

 
3271.40 One-time revenues will be used only to support capital projects that have operational 

funding in place or for other non-recurring expenditures. 
 
3271.50 Fees and charges will be set at a level that supports the direct and indirect cost of the 

service provided. 
 
Reserve Policies 
 
3272.10 The District will maintain prudent reserve funds to stabilize the District’s fiscal base for 

anticipated fluctuations in revenues and expenditures, provide for unanticipated 
expenditures of a nonrecurring nature or to meet unexpected increases in service 
delivery costs within the fiscal year. The following unrestricted General Fund balance 
requirements and reserve funds are to be utilized: 

 
3272.20 Unrestricted General Fund balance requirement to guarantee District 

liquidityOperating Reserve  to fund on-going operations from July through December, 
or until property tax revenues are received from the County. Notwithstanding other 
requirements and fund balance designations as described herein, it shall be the policy 
of the District to seek Maintainto maintain a minimum, unassigned a General Fund 
Reserve balance equal to 50% of projected annual operating expenditures. 

 
3272.30 Economic Uncertainty Reserve to protect the General Fund against unpredictable 

fluctuations in major revenues and unexpected emergencies. Maintain General Fund 
Reserve level of 20% of discretionary General Fund Revenues. The reserve level should 
be reviewed at least annually. 

 
Amended April 14, 2011  

 
3272.40 Capital Replacement Reserve to provide for sufficient funds for the anticipated 

replacement of capital equipment and the maintenance of capital assets per the Reserve 
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Study. The goal for the General Fund Capital Replacement Reserve shall be set at, or 
exceed the minimum level, recommended in the Reserve Study. Appropriations from 
these reserves will be to fund major capital replacement expenditures, replacement 
costs of existing equipment, vehicles, computers and office furnishings as they reach the 
end of their useful life. 

 
3272.50 Compensated Absences Reserve to fund the District’s liability to pay employees for 

unused vacation benefits and accrued compensated time off upon retirement or 
termination. 

 
3272.60 Funding of Reserves will come generally from one-time revenues, year-end fund 

balances and projected revenues in excess of projected expenditures. After meeting the 
unrestricted General Fund balance requirement, any remaining surplus will generally be 
reserved in the following priority order: 

 

 Reserve for Compensated Absences 

 Reserve for Operating Reserve 

 Reserve for Economic Uncertainty/Emergencies 

 Reserve for Capital Replacement 

 Reserve for Capital Deficiency Reserve 
 
3272.70 Capital Deficiency Reserve to set aside funds for the capital improvement deficiencies 

as defined in the District’s master plan and nexus study. 
 

Amended October 8, 2009; April 14, 2011 
 
3272.80 Appropriation or use of funds from these reserves beyond funding for on-going 

operations as defined in policy 3272.20 requires Board of Directors approval. 
 

Adopted April 14, 2011 
Revised August 2019 

 
Debt Management Policy 
 
3273.10 It is the intent of the El Dorado Hills Community Services District to issue debt in a 

manner that adheres to federal and state laws, existing bond covenants and prudent 
financial management. 
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3273.20 The Board of Directors will annually review and adopt a Debt Management Policy. This 
policy will address inter-fund borrowing, short-term borrowing, long-term borrowing, 
and debt issuance. The policy will provide guidance for ensuring that financial resources 
are adequate to meet short-term and long-term service objectives and that financing 
undertaken by the District satisfy certain clear objective standards which allow the 
District to protect its financial resources in order to meet its long term capital needs. 

 
Investment Policy 
 
3274.10 The Board of Directors will annually review and adopt an Investment Policy in 

conformance with the California Government Code. The policy will address the 
objectives of safety, liquidity and yield with respect to the District’s financial assets. 

 
Fees and Charges Policy 
 
3275.10 The fees and charges will be set to provide adequate resources for the cost of the 

program or service provided. 
 
Purchasing Policy 
 
3276.10 The District will maintain a purchasing policy designed to support and enhance the 

delivery of governmental services while seeking to obtain the maximum value for each 
dollar expended. 

 
Performance Measures Policy 
 
3277.10 The General Manager, working with heads of departments, will annually develop 

performance measures to assess how efficiently and effectively the functions, programs 
and activities in each department are provided and for determining whether program 
goals are being met. 

 
 
 
 
 
Source: Approved October 12, 2006 
Annual Review Due October 2007 
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration and Finance Committee 
 
From: Teri Gotro, Controller 
 
Meeting Date: March 16, 2020 
 
Report Date: March 11, 2020 
 
Subject: Managed Information Technology (IT) Services 
 
 
Recommended Action: 
 

Review and support staff’s recommendation to consider replacing the current Managed IT 
Services (MIS) contract with a Datacate. 
 
 
Background: 
 

Fourteen months ago staff brought the results of a Request for Proposal (RFP) for Managed 
Information Technology (IT) Services to the Board. In the report, staff recommended that the 
District opt to use Datacate to provide Managed IT Services. The Board was split on the decision, 
with the majority favoring continuing services with the current provider, 7th Dimension. A major 
element to that decision involved supporting local businesses. 
 
 
Discussion: 
 

After eighteen months of service it is clear to management that the current provider is not meeting 
the MIS needs of the District. Trust in/with an IT service provider is essential, however, the current 
provider was found to include in additional work quotes items/services that had already been 
included under their maintenance contract. After several attempts to secure a sign-off from staff, 
management investigated the quotation with a third party. The explanation for the double-charging 
quote from the current provider was inadequate and contrary to their Client Bill of Rights.  
 
In addition, there have been other occurrences of poor performance and level of service, however, 
rather than to identify all substandard performance areas of the current provider’s services, staff 
believe it is more appropriate to focus on the benefits of changing companies. 
 
The District’s MIS support is currently lacking and the current situation is not successful. A 
correction needs to be made and, therefore, staff is recommending that the current provider be 
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given the contractual 90-day notice of termination. Staff utilized the previous RFP and have 
reached out to Datacate as a replacement. Datacate is willing to honor their proposal from 2018 
and have performed preliminary service/need reconnaissance on the District’s IT infrastructure 
and service needs.  
 
Staff are confident that Datacate is capable of performing at or above the level of service of the 
current provider, and their monthly contract cost is $3,539 less ($42,468/yr. less). There is a 
startup cost of $5k, and there will be an overlap of services during the notification and contract 
cancellation period with the current provider. 
 
 
Master Plan Strategic Recommendations: 
 

E.13 Practice fiscal responsibility in all acquisitions and expenditures. 
 
 
Fiscal Impact: 
 

An initial cost related to the startup and overlap of the new contract of $5k. However, the savings 
of $3,539 per month ($42,468 yr.) will be realized thereafter. 
 
 
Attachment: 
 

A. DataCate Contract Proposal 
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January 31st, 2020 

El Dorado Hills Community Services District 
Kevin A. Loewen 

1021 Harvard Way 
El Dorado Hills, CA 95762 

 
 

Dear Mr. Loewen, 

We are pleased to offer you Managed IT Services as described herein. Please consider 
the proposal included herewith. 

Datacate was founded by a dedicated team of professionals that understand what it 
means to build, maintain, and employ comprehensive Internet solutions. We are 
committed to providing secure, reliable high-availability services to our clients, with 
excellent support, so that they can focus their time and efforts toward growing their 
business. This commitment means keeping up with the latest technologies, 
procedures, and implementations. By constantly finding new ways to innovate and 
identify efficiencies, we are able to keep both our clients and our own business ahead 
of the curve. 

Our client list and our technology partners are well established. We rely on these 
partnerships to keep us focused and moving forward. It is often said that you are the 
company that you keep. With that in mind, our peers certainly keep us on the cutting 
edge. 

Please do not hesitate to contact me if you have any questions about this proposal, or 
you would like more information. 

Sincerely, 

 
 
 

Ed LaFrance 
VP of Business Development 
o: 916-526-0737 x1004 | d: 916-246-0626 
edl@datacate.com 
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Why Choose Datacate? 
Your Full-service Technology Partner 
Datacate is managed by a dedicated team of professionals that understand what it means 
to build, maintain, and employ comprehensive Internet solutions. 

We are committed to providing secure, reliable, high-availability Internet solutions to our 
clients, with excellent service and support, so that they can focus their time and efforts 
toward growing their business. 

 

KEY FEATURES 

FIRST CLASS 
FACILITIES 

We eat, sleep, and breathe technology, and have done so for 
decades. We are thoroughly versed in the use and application 
of diverse technologies and have applied that knowledge to 
create a broad range of high-quality offerings. 

UNMATCHED 
EXPERIENCE & 
EXPERTISE 

Our size gives us a distinct advantage when it comes to 
providing our clients with the best level of service. Unlike the 
large warehouse style data centers with layers of 
bureaucracy, we can cater to your needs on a much more 
personal level. 

COST-EFFECTIVE 
SOLUTIONS 

We provide quality solutions at affordable rates. Whether you 
are looking for cloud services, colocation, managed hardware, 
connectivity, or more, we have a reliable solution that will be 
among the best values available in the market sector. 

AHEAD OF THE 
CURVE 

Our client list and our technology partners are well 
established. We rely on these partnerships to keep us 
focused and moving forward. It is often said that you are the 
company that you keep. With that in mind, our peers certainly 
keep us on the cutting edge. 
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Trusted By Companies Like Yours 
We are committed to being the long term solution for our clients. This commitment means 
keeping up with the latest technologies, procedures, and implementations. By continually 
finding new ways to innovate and identify efficiencies, we can keep both our clients and our 
own business ahead of the curve. 

 

 
AccountSight 

www.accountsight.com 
 

 
BlueDAG LLC 

www.bluedag.com 
 

 
Brandle, Inc 

www.brandle.net 

 
Donor Network West 

www.donornetworkwest.org 
 

 
ERLab Technology 

erlab.tech 

 
Fit3D 

fit3d.com 

 
Inductive Automation Inc 
inductiveautomation.com 

 

 
Netto Logic, Inc 

 
Real Time Innovations, Inc. 

www.rti.com 

 
Technicate Solutions, Inc. 

www.technicate.com 

 
Technicon Systems, Inc. 

www.technicon.com 

 
Udacity, Inc. 

www.udacity.com 
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Company Profile 
 

 

Legal name of organization:  Datacate, Inc. 

Entity type:  California S Corporation 

Year Founded:  2010 

Year Incorporated:  2010 

Fed. Employer Identification Number:  27-2627248 

DUNS:  020285777 

CA SB Certification ID:  2001922 

Headquarters:  2999 Gold Canal Dr 
Rancho Cordova, CA 95670 

Hours of operation - administrative:  8:00 am - 4:00 pm Pacific, Mon - Fri 

Hours of operation - facilities:  24x365 

Business contact:  Edward LaFrance 
VP of Business Development 
Office: 916-526-0737 x1004 
Direct: 916-246-0626 
edl@datacate.com 

Accounting contact:  Accounts Receivable 
Office: 916-526-0737 x1013 
accounting@datacate.com 

Technical contact:  Datacate Support 
Office: 916-526-0737 x1300 
support@datacate.com 
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Management Team 
Chris James - CEO 

Christoffer has a background in the finance industry and comes from a long history of 
success in real estate management. He plays a crucial role in Datacates' stability in both the 
physical, facilities and financial elements of the company. The company and its partners rely 
on his technical and financial knowledge as we continue to grow. Additionally, Chris is head 
of Datacate's technology unit, and as such is tasked with continuously improving, 
competitiveness and deploying the latest systems. 

As a business owner for over ten years, he possesses the financial and infrastructure 
acumen needed to ensure success. Chris resides in Antelope, CA with his wife and two 
children. 

Joshua Hovinga - VP of Operations 

Joshua brings his experience and proficiency with project management to his role as 
Datacate's Operations Chief. His keen attention to detail allows the entire team to focus on 
their granular requirements while he handles the ``big picture``. His focus on communication 
with the client and overall efficiency in processing ensures clients will have a positive 
experience which they will remember long after the project completion. 

Joshua holds Bachelor of Science degrees in Chemical and Biochemical Engineering from 
University of California, Davis and resides in Antelope, CA with his wife. 

Edward LaFrance - VP of Business Development 

In 1997, Ed started New Media, an Internet services company offering web hosting, 
colocation, e-Commerce programming, and payment processing services. As the business 
evolved, colocation and Internet bandwidth became a primary focus, and eventually, New 
Media became Connex Internet Services Inc, a colocation and Internet transit provider 
serving five regional US markets and beyond. 

In January of 2014, Datacate and Connex merged into one company, with Ed taking on 
full-time sales and marketing duties. The new Datacate gained a more diverse client base 
and multi-site capability. While continuing to serve the needs of the colocation marketplace, 
Ed and his colleagues at Datacate are forging ahead into the decentralized future of a 
virtual and cloud-based computing universe. Ed and his wife live in Rancho Cordova. 
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Damon Brown - Solutions Sales and Consulting 

Damon has been developing B2B applications for desktop, web and mobile platforms since 
the mid-1990s. In 1999, Damon founded Technicate Solutions, and applications 
development company that continues to thrive to today. In 2012, Damon was named 
President of Datacate to provide this same dedication and commitment to growth and 
success. Damon's goal for Datacate is to maintain its specific focus status while delivering 
unparalleled service to our clients. 

Damon graduated from CSU San Marcos in 2002 with a degree in Computer Science and a 
US Navy veteran. He resides in Fair Oaks, CA with his wife and two children.   
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Certifications And Awards 
Sustainable Business Award 
Datacate is a two-time winner of the Sacramento Business Environmental Resource Center 
(BERC) Sustainable Business Award, which recognizes the top environmentally proactive 
Sacramento area businesses whose work practices demonstrate an outstanding 
commitment to enhancing sustainability. Prior award winners have included such 
well-known organizations as Sierra Nevada Brewing Co., the Sacramento Kings, Republic 
Services, and the California Public Employees Retirement System (CalPERS). 

Datacate received BERC’s Sustainable Business Award for 2016 in the category of energy 
efficiency. Datacate received a resolution from Sacramento County’s Board of Supervisors 
and was honored at a public ceremony. 

In 2018, Datacate won a second Sustainable Business Award, this time for the category of 
energy conservation. This award was garnered primarily for Datacate’s installation of 
ultra-high efficiently Climate WizardTM pre-cooling systems for its Rancho Cordova data 
center, as well as other energy conservation measures, including path-of-travel lighting 
throughout the Rancho Cordova campus, installing low-power LED illumination, completely 
replacing the data center’s internal data center power infrastructure with more efficient 
modern equipment, and more. 

Sacramento-area Sustainable Business 
Datacate has been continuously certified as a Sacramento Area Sustainable Business since 
2016. The Sustainable Business program and certification is maintained by The Business 
Environmental Resource Center (BERC) in Sacramento, which was established by the 
Sacramento County Board of Supervisors in 1993 to assist businesses with various 
regulatory and compliance initiatives. BERC conducts on-premises audits to determine 
which companies qualify for Sustainable Business certification and performs review audits 
on a semi-annual basis. 

Datacate completed its first audit in May of 2016 and was awarded certification as a 
Sacramento Area Sustainable Business in the categories of Energy Conservation, 
Transportation and Air Quality. 

Upon completing a semi-annual review in May/June of 2018, Datacate’s Sustainable 
Business certification was renewed, and the category of Solid Waste Reduction was added 
to our certificate. 
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State Of California Small Business 
Datacate, Inc has completed the California Office of Small Business application and vetting 
process and has subsequently been awarded Certified Small Business status. Our CA SB 
Certification ID is 2001922. 

The Small Business (SB) Certification Programs were established to increase business 
opportunities for the SB communities with the State of California; thereby stimulating the 
state’s overall economy. The Office of Small Business further promotes small business 
participation by administering the Certification Reciprocity Program. The program intends 
to build partnerships with cities, counties and special districts throughout California in 
accepting the state’s small business certification. 
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Security Compliance 
SOC 2 Type I & II 
SOC 2 is a report based on AICPA’s existing Trust Services principles and criteria. The 
purpose of the SOC 2 report is to evaluate an organization’s information systems relevant 
to security, availability, processing integrity, and confidentiality or privacy. Datacate 
undergoes a regular third-party audit to certify individual products against this standard.  

Datacate has completed an independently conducted Service Organization Control (SOC) 
2sm Type II audit of its Colocation and Cloud Services System. Datacate had previously 
completed a SOC 2 Type I audit, including the relevant administrative, physical, and 
technical safeguards. SOC 2 Type I and Type II both report on the non-financial reporting 
controls and processes at a service organization as they relate to the Trust Services 
Principles (TSP). The Type I report attests that the controls are suitably designed and 
implemented. The Type II report goes further, attesting to the operating effectiveness of the 
controls by auditing operating records over a minimum six-month period. 

Datacate’s SOC 2 Type I and Type II reports can be made available to clients who have 
signed an NDA. Datacate’s publicly distributable SOC 3 report can be freely downloaded 
from Datacate’s public website. 

HIPAA 
Datacate’s Service Organization Control (SOC) 2sm examination for its Rancho Cordova, CA 
facility is enhanced with the alignment of controls to the Health Insurance Portability and 
Accountability Act (HIPAA) security rule 45 CFR Section 164.308, 164.310, and 164.312. 
Mappings to HIPAA include the relevant administrative, physical, and technical safeguards 
to protect electronic protected health information (e-PHI).  

The report attests to Datacate’s compliance with SOC 2sm and HIPAA requirements. Due 
to extensive overlap between TSP criteria and that of HIPAA, this unified SOC “plus” report 
effectively attests to Datacate’s compliance with all.  

Current and prospective clients can rest assured that Datacate will be able to meet the 
needs of projects that require enhanced security or conformance to HIPAA regulations. 
Datacate can provide a Business Associates Agreement (BAA) to clients who will be 
hosting data that falls under HIPAA requirements. 
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CSA STAR 
The Cloud Security Alliance (CSA) is the world’s leading organization dedicated to defining 
and raising awareness of best practices in Cloud Security Management (CSM) to help 
ensure a secure cloud computing environment. CSA operates the most popular certification 
program for cloud security providers, the CSA Security, Trust & Assurance Registry (STAR), 
a three-tiered provider assurance program of self-assessment, 3rd-party audit, and 
continuous monitoring. 

Datacate’s Service Organization Control (SOC) 2sm Type II audit of its Cloud Services 
System incorporates additional mappings for CSM. The CSM section of the report attests to 
Datacate’s compliance with those standards by mapping SOC controls to the corresponding 
criteria in CSM. Due to extensive overlap between TSP criteria and that of CSM, this unified 
SOC “plus” report effectively attests to Datacate’s compliance with all. 

By completing this audit, Datacate earned a CSA STAR Attestation. The CSA STAR 
Attestation is a collaboration between CSA and the AICPA to provide guidelines for CPAs 
to conduct SOC 2 engagements using criteria from the AICPA (Trust Service Principles, AT 
101) and the CSA Cloud Controls Matrix. STAR Attestation provides for rigorous third party 
independent assessments of cloud providers.   
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Overview Of Services Offered 
Backup-As-A-Service (BaaS) 
Don’t leave your fate to chance! Datacate’s Backup-as-a-Service (BaaS), powered by 
industry-leading R1Soft® technology, can secure and protect your data and servers against 
disaster. You have full control over the scope and frequency of your Windows and Linux 
backups and can perform file and bare-metal restores at any time via the Backup Manager 
control panel. 

Blacklist Subscription Service (BSS) 
According to recent reports, more than half of the Internet’s total traffic comes from ‘bots’. 
The majority of bots are malicious, designed to seek out and exploit weaknesses in 
Internet-connected systems. To help combat this ever-present threat, Datacate offers its 
Blacklist Subscription Service (BSS), an aggregate of multiple automated and curated 
blacklists into one service with over a dozen discreet, logically organized communities. Each 
community contains ranges of IPv4 addresses that are either from high-risk regions or are 
known to be under the control of spammers, hackers, and cybercriminals. When you 
subscribe to the BSS, these potentially dangerous IPs will be blocked before entering your 
network - your servers and systems will never see their traffic.  

Cloud Direct Connect 
Datacate offers direct connectivity services to AWS Direct Connect, Microsoft Azure 
ExpressRoute, and Google Cloud Platform for our clients at all of our service locations. 
Connection speeds of 100Mbps up to 1Gbps are available to order, and pricing includes 
both physical connectivity and network transit. 

CloudMonitorTM Server Monitoring 
Datacate’s CloudMonitorTM server monitoring service gives you logs and stats for every 
monitored server – you can even publish a publicly viewable stats page and link to it from 
your website. SMS credits can be recharged as needed, with a range of quantities at various 
discounted price points. With CloudMonitorTM, you decide which ports to check, how often 
to check, and you can even verify the presence of keywords, allowing you to ensure that 
your server is not just responding, but responding correctly. Email server blacklist checking 
is also supported.  
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Colocation 
Datacate offers state-of-the-art colocation solutions in two regional US markets. All of our 
colocation offerings are deployed in high-performance, secure facilities that meet or exceed 
current standards. All locations offer premium features, such as security compliance and an 
expanded list of on-Net carriers. Whether you need to rack a single server or plan to fill a 
cage, co-locate your equipment with us and get the confidence and peace of mind you need 
to focus on growing your business. 

Content Delivery Network (CDN) 
Speed the delivery of your HTML and streaming media content to your audience with 
Datacate’s Global Content Delivery Network (CDN). Our fast, global CDN enables you to 
push media and content to the edges of the worldwide network. From there, it’s just a hop 
or two to the final destination, creating a much faster and more responsive end-user 
experience.  

Hardware-As-A-Service (HaaS) 
Whether you are looking for a single dedicated server or a complete managed stack, our 
Hardware-as-a-Service (HaaS) solutions provide the computing muscle that you need – 
and we host everything in our high-availability data centers to ensure the best end-user 
experience. We only use enterprise-class rackmount server and storage hardware, not 
desktop hardware like some other guys. All managed hardware contracts include IPv4 and 
IPv6 address space, redundant bandwidth on our enterprise-class network, hands support 
for your stack and more. Our hardware SLA ensures that your hardware is up, running and 
ready. 

Hybrid Solutions 
At Datacate, we don’t force a “one size fits all” approach on clients who are seeking a 
tailored, customized solution. We combine physical and virtual technologies with the goal of 
producing a best-of-breed hybrid offering which optimizes the value and ROI for the client. 
Our team of experts will sit down with you, assess your requirements and goals, and design 
a tailored solution that employs best practices and meets or exceeds your expectations. 

Managed IT 
Datacate provides customized managed IT solutions and services utilizing Service Level 
Agreements tailored to the client’s requirements. Each business has a specific set of 
requirements that align to their business needs. Datacate takes great pride in conforming to 
those requirements with managed IT solutions that help your business grow. Whether you 
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need support of on-site systems, remote assistance, or a full hardware and software 
upgrade, Datacate will deliver a complete, custom solution for your IT needs. 

Office In A BoxTM 

Your office technology falls into three major groups. We utilize our cloud systems to 
modernize and streamline your telephone, email/messaging, workgroup software, and 
mission-critical applications, making them available from anywhere, at any time. Everything 
is under your control. Once your office systems are in Datacate's cloud, your staff can 
access them from just about ANY device that has a connection to the Internet. You have 
complete control over whom can access what, and from where. Essential features like 
security, access control, virus protection, and data backup are built in, giving you effortless 
protection and peace of mind. Datacate can even migrate your office phone system, 
including your existing phone numbers, to Office in the BoxTM, giving you state-of-the-art 
voice over Internet phone service, with powerful web-based management and a wealth of 
cutting-edge features. 

Virtual Data CenterTM 

Forget shipping hardware to far-flung locations, or trying to cobble together a solution from 
a hodgepodge of disassociated vendors. With Virtual Data CenterTM, you build the cloud 
you need. Manage all of your resources in a single pane of glass, enjoy highly competitive 
flat-rate pricing and flexible deployment and scaling, and reap the benefits of having a 
global technology platform at your service. 

Clients with general-purpose requirements can utilize virtual resources rapidly deployed on 
our public cloud environment at four.datacate.net, and enjoy the high performance and 
availability that is standard with all of our virtualized offerings. For those who have more 
specific or resource-intensive applications, Datacate will build a private cloud or hybrid 
cloud platform tailored to those needs.  

Wireless Point-to-Point Service 
Datacate offers Wireless Point-to-Point (WPTP) data communications services to our 
qualified business neighbors in the Rancho Cordova Business Park in the region of South 
Sunrise Blvd and White Rock Road, and beyond. You’ll enjoy blazingly fast, premium 
Internet connectivity that is on par with what we provide to clients within our data center, at 
highly competitive rates and without the long wait times for installation that the telecos 
impose. Plus, the same WPTP connection can be used to create a private VLAN connection 
for direct access to any services you have deployed in our facility. 
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Managed IT Solutions 
Expert Support, Delivered When You Need It 
Datacate provides customized managed IT solutions and services utilizing Service Level 
Agreements tailored to the client’s requirements. Each business has a specific set of 
requirements that align with their business needs. Datacate takes great pride in conforming 
to those requirements with managed IT solutions that help your business grow. 

Whether you need support for on-site systems, remote assistance, or a full hardware and 
software upgrade, Datacate will deliver a complete, custom solution for your IT needs. 

Datacate’s unique managed IT services offer the best solution for organizations that need 
comprehensive IT services and support. When your business doesn’t have the time or 
skill-set, we are here to be your dedicated IT management team. Don’t take on the burden 
and headache of training and managing an IT person, department, or division. Let Datacate 
provide you with IT services, freeing you to focus on growing your business. 

 

SERVICES OFFERED 

DESKTOP & SERVER 
SUPPORT 

Software set-up and update, remotely or on-site 

WEB PRESENCE  Web presence hosting and maintenance, website 
construction, e-commerce 

BUSINESS 
TECHNOLOGY 

Custom server and PC builds, on-site networking set-up 

BUSINESS 
COMMUNICATIONS 

Email and MS Exchange services set-up 

BDR  Backup and disaster recovery solutions 

TAILORED 
SOLUTIONS 

We’ll work with you to develop a custom solution for your 
business 
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Proposal Costs 
Pricing is guaranteed for 60 days from the date shown on this proposal. 

 
PREPARED FOR:  El Dorado Hills Community Services District 

CONTACT:  Kevin A. Loewen 

REFERENCE:  1580505443 

DATE:  January 31st, 2020 

TERM:  3 years 

SERVICE LOCATION:  1021 Harvard Way, El Dorado Hills CA 95762 

 

Item  Qty  Unit MRC  Unit NRC  Ext MRC  Ext NRC 

New client intake, per supported 
individual. 

50    $100.00    $5,000.00 

Managed IT, Helpdesk Level 
Unlimited Support provided by (1) 
Dedicated Human Resource 
 
Unlimited IT Assets (Sch 2) 
 
10 hours/mo Consulting and Tier 3 
project support*  
 
*Accumulates up to 30hours per quarter 
 

1  $7,200.00    $7,200.00   

Additional Site (Address TBD)  1  $500.00    $500.00   

           

           

           

           

SUBTOTAL:  $7,700.00  $5,000.00 

SERVICE BUNDLE ADJUSTMENTS:     

TOTAL:  $7,700.00  $5,000.00 

Dedicated Human Resource includes one dedicated personnel for 40 hours per week 
providing Tier 1-3 support.  
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Client Portal 
Manage Your Account With Ease 

 
Datacate clients can manage various aspects of their account and interact with our support 
and administrative teams via our client portal. 

Clients for colocation, HaaS, Managed IT, Office In A BoxTM and Hybrid Solutions can use 
our client portal (Datacate cloud services clients manage their accounts and get support at 
four.datacate.net). Most common tasks are supported, allowing our clients to get things 
done when needed: 
 
➔ view your uplink interface graphs and stats 

➔ view your invoices and make payments 

➔ view your services paperwork 

➔ create, view and update support tickets 

➔ create and maintain your access list 

➔ edit your information in the billing system 

➔ edit your portal user account 
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Client Onboarding 
Full Lifecycle Service And Support 
Datacate has developed a process for onboarding clients, turning up services, and providing 
support and maintenance to ensure that client needs are met in an ongoing way. What 
follows is an overview of this process and methodology. 

Service Documents 
Once the best mix of services has been determined and accepted by the client, formal 
documents are drawn up and sent to the client for review and signature. The most common 
documents for signature include the following: 

Service Order - this document details the services that the client will purchase from 
Datacate, along with any recurring and non-recurring costs. 

Payment Authorization Form - the most common method of payment is by credit 
card. Datacate accepts all major credit cards, and if the client desires to utilize a 
credit card to pay their invoices, they will receive a credit card charge authorization 
form to fill out and sign. 

Governing Agreement - this document contains all the terms and conditions of the 
service to be provided. 

Datacate utilizes the DocuSign electronic signing system. DocuSign allows documents to 
be reviewed and electronically signed in the client’s web browser without requiring printing 
or scanning. All documents will be pre-filled and bundled into a single electronic “envelope,” 
and a link will be emailed to the client. 

Account Creation 
Once the client has signed their service documents, Datacate will open the client’s account, 
a process which creates billing and support profiles for the client in the appropriate 
systems. Upon completion of this step, the client will have access to Datacate’s client portal 
via login credentials. From within our portal, the client can add users to their account, view 
their service documents and billing history, create, view and edit support tickets, and more. 

If the client’s services include physical facility access, the client will add those persons who 
need physical access to their user list in the portal and will request an appointment to 
complete the physical access grant procedure in person at the facility. 
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Initial Billing 
Datacate will create the recurring billing template for the client’s services and generate an 
initial invoice, to include any non-recurring (one-time) costs as per the client’s Service 
Order. If the client has submitted a credit card charge authorization form, that card will be 
used for automatic payment against recurring charges. 

Provisioning Ticket 
Upon completion of initial billing and collection of payments, Datacate will open a service 
provisioning ticket for the client’s services. This ticket will detail all of the services from the 
client’s Service Order, along with any special instructions or notes, and will indicate a start 
(“make-ready”) date for the service if one has been determined. Any questions that the 
client will need to answer before make-ready of the services will also be itemized in the 
ticket. 

An email copy of the provisioning ticket is sent to the client’s email address on file, and the 
ticket will appear in the client’s portal view. The client can update the ticket from within 
their portal account, or by just replying to the ticket email. 

Service Make-Ready 
Once a start date has been determined for the services, Datacate’s engineering staff will 
initiate the process of getting the services ready for the client. Updates will be posted to the 
ticket by Datacate as various phases of the make-ready work are completed. Questions or 
clarifications that require a response from the client may also be posted to the provisioning 
ticket. 

When service provisioning is completed, all service details will be updated with “ready” 
status, and a “welcome aboard” message will be posted to the ticket. At this time, the client 
may begin using their services immediately. Recurring billing will now begin, with the 
“ready” date being counted as the first day of service. 

Periodic Review 
Datacate customer service staff will send periodic communications to the client, checking on 
the quality of service and satisfaction, and inquiring if any additional needs have arisen 
since the last check-in. This provides the client with a regular opportunity to review service 
levels and discuss any needs or concerns. 
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Client Testimonials 
What Our Clients Have To Say About Us 
 
“Our company moved from Las Vegas along with a dozen servers six years ago. 
It was critical that we found a data center which would provide nearly 100% 
uptime via redundant backbones and power. One also in which we could call 
upon at a moment’s notice for any emergencies we had and because of the 
necessity to provide security to our dozens of sites and hundreds of clients, we 
needed a datacenter which utilized biometric security at its doors, and also 
provide us 24×7 access as needed. Of course, price is always a concern, and after 
looking throughout the Sacramento area, we settled on Datacate for all the 
above reasons. This is not one of the largest centers – that much is true – but it 
offers ALL the resources of a larger facility with more personalized support when 
you need it – isn’t that we’re all looking for anyway? We haven’t regretted our 
decision to move here six years ago, and we’ve watched it grow and expand to 
what it is today.” 

➔ Brent M. 
Roseville, CA 

 
“I wanted to take the opportunity to compliment you on the professionalism and 
efficiency of your team. I have refreshed my servers there over the last several 
months, and your team's support on it has been top-notch. Never worked with a 
better datacenter team. It’s especially nice that even your tiny customers like me 
get this level of service.” 

➔ David M. 
East Lyme, CT 

 
“Datacate provided me with everything I expected. A secure rack in a good data 
center at a good price. They were very responsive to my questions and helped 
guide me through the process. I look forward to expanding my business with 
them in the future and will recommend them to others.” 

➔ Thomas V. 
Mesa, AZ   
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“I have run two major SaaS startups and never have we found a better tech 
partner for hosting our servers. They are not only incredibly fair and 
knowledgeable, but their commitment to service is unparalleled. They 
communicate with us in every way and have expert advice on hardware 
purchases, server setup, and more. We have been customers for over five years 
and have never contemplated of moving to another partner. Moreover, if you 
have time, you should visit them in person and enjoy their micro-brews and 
incredible BBQ’s at the location. Another way they are endlessly dedicated to 
service. HIGHLY RECOMMENDED.” 

➔ Paul M. 
Yountville, CA 

 
“Have provided quality service at a great price. Been using the service for a 
couple of months, would definitely recommend to others who are hosting small 
scale infrastructure. Support questions through online support have been 
answered within minutes.” 

➔ Tyler C. 
Palo Alto, CA 

 
“We started our relationship with Datacate in the late summer of 2016 by 
moving some of data center servers to Datacate’s colocation facilities. First, the 
initial contact, facility tour, negotiation, and kickoff went very smoothly during 
which our contact person even made himself available during his vacation! 
During the startup process, Datacate always checked in with us to ensure 
everything was going well. The help desk has always been responsive and 
professional. All questions were addressed promptly which was very important 
for our transition. We love the customer portal which allows us to monitor all 
critical indicators on a real-time basis. We look forward to maintaining a long 
term business relationship with Datacate!” 

➔ Lihong M. 
Reston, VA 

 
“I host a backup server at Datacate. So far, so good. Very responsive support 
great service. Reliability has been top notch as well. Highly recommend them for 
any DC needs!” 

➔ David B. 
Oakland, CA   
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“I help manage several companies that need both large scale and small scale 
hosting. My experience with Datacate has been great. Their support staff is 
available 24/7, and any issue or question I have gets answered and handled 
promptly. To me, there is something about working with local businesses rather 
than larger corporations; better service is extremely important to my customers 
and me. If you want to know the facts, visit their website. They are the real deal.” 

➔ Ashley H. 
Lincoln, CA 
 

“Data centers are usually thought of (by me) as faceless places where someone 
who looks like the Architect from the Matrix probably runs things. Not so at 
Datacate. These guys are actual people you can get on the phone. I’ve been to 
their facilities, and I definitely see their dedication to security, redundancy, and 
all that good geek stuff. Whether you need colo or just a responsive company, I’d 
give them a look. I definitely think they beat Rackspace or companies like that. 
These guys are local, and they don’t only play to the big boys. I get the feeling my 
problems are just as serious here as the big corporations. That’s becoming rarer 
these days. Thanks, Datacate!” 

➔ Carl I. 
Rocklin, CA 

 

“Had a VPS node running with Datacate for a year - nothing but excellent 
service from my first contact with sales all through and after closing my 
account. Never had a moment of downtime, the network was always at top 
performance, and they notified us of suspicious traffic patterns (sudden 
increases in traffic) when our clients’ virtual servers were compromised. I regret 
that I had to close down my shop to move forward with other projects and 
cancel my service with them, but I can’t recommend Datacate enough. They 
simply blew away every other provider I’ve been with.” 

➔ Joe F. 
Farmingdale, NY 
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration and Finance Committee 
 
From: Teri Gotro, Controller 
 
Meeting Date: March 16, 2020 
 
Report Date: March 12, 2020 
 
Subject: Award of Contract to Caltronics Copier Services 
 
 
Recommended Action: 
 

Review and forward, with support, the award of copier services contract to Caltronics Business 
Systems (Caltronics). 
 
 
Background: 
 

The District is currently in contract with Caltronics to provide Copier Services. Over the past five 
(5) years, Caltronics has delivered quality products and services that meet the needs of the District. 
The current contract is due to expire in June 2020, consequently the District needs to look at 
options to renew or replace the current contract. 
 
 
Discussion: 
 

Since this is a service proposal, the District has some options on how to go about soliciting the 
best value in committing to a new Copier Service Contract. The RFP process normally vets out 
the most competitive proposal but can be lengthy and takes considerable staff time. It is of the 
Districts best interest to piggyback on the State of Colorado’s Request for Proposal (RFP) as 
identified in Attachment A, which contains a section that allows other government agencies to use 
as noted below: 
 

1.1.3 The objective of this RFP is to obtain best value, and in some cases achieve 
more favorable pricing, than is obtainable by an individual state or local 
government entity because of the collective volume of potential purchases by 
numerous state and local government entities. The Master Agreement(s) resulting 
from this procurement may be used by state governments, including departments, 
agencies, institutions of higher education, political subdivisions (i.e school districts, 
counties, cities, etc.), eligible non-profit organizations, and the District of Columbia, 
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subject to approval of the individual Chief Procurement Officer and compliance 
with local statutory and regulatory provisions 

 
In addition, the State of California adopted the RFP as identified in Attachment B. 
 
The competitive bid Caltronics has provided through this indirect RFP process is less than the 
current contract the Districts holds with Caltronics. The District currently pays $1,697.13/month 
($20,366/year). When compared to the new proposal of $1,481.20/month ($17,774/year), the new 
proposal is comparatively the same copier service with the addition of color added to the Plotter 
and provides the District with a savings of $2,592/year. 
 
 
Master Plan Strategic Recommendations: 
 

E.13 Practice fiscal responsibility in all acquisitions and expenditures. 
 
 
Fiscal Impact: 
 

Moving forward with the new Caltronics proposal will allow for an annual savings of $2,592 for the 
District. 
 
 
Attachment: 
 

A. Colorado Copier Service RFP 
B. California Addendum to adopt RFP 
C. Caltronics Business Systems - Copier Services Proposal 
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- 54 -



Page 2 of 84 
 

TABLE OF CONTENTS 
 

SECTION 1: Solicitation Overview ..................................................................................................................................................... 4 
1.1 Purpose ...................................................................................................................................................................................... 4 
1.2 Lead State, Solicitation Number and Lead State Contract Administrator ................................................................................. 5 
1.3 Schedule of Events .................................................................................................................................................................... 5 
1.4 Pre-Proposal Meeting ................................................................................................................................................................ 5 
1.5 Contract Term ............................................................................................................................................................................ 5 
1.6 NASPO ValuePoint Background Information ........................................................................................................................... 6 
1.7 Participating States and Entities ................................................................................................................................................ 6 
1.8 Historical Usage ......................................................................................................................................................................... 6 
1.9 Selection of Successful Proposals ............................................................................................................................................. 6 
1.10 Pricing ........................................................................................................................................................................................ 7 

SECTION 2: Definitions ....................................................................................................................................................................... 8 
SECTION 3: RFP Requirements and Information ......................................................................................................................... 14 

3.1 Colorado Vendor Self Service (VSS) and Registration ........................................................................................................... 14 
3.2 Inquiries and Questions ........................................................................................................................................................... 14 
3.3 Incurring Cost .......................................................................................................................................................................... 14 
3.4 Cancellation of Procurement ................................................................................................................................................... 15 
3.5 Governing Laws and Regulations ............................................................................................................................................ 15 
3.6 Mandatory Requirements ......................................................................................................................................................... 15 
3.7 Confidential or Proprietary Information .................................................................................................................................. 16 
3.8 Ownership or Disposition of Proposals and Other Materials Submitted ................................................................................. 16 
3.9 Offeror’s Binding Offer and Acceptance ................................................................................................................................ 16 
3.10 NASPO ValuePoint Master Agreement Statement of Compliance ......................................................................................... 16 
3.11 Offeror Exceptions to Terms and Conditions .......................................................................................................................... 18 
3.12 Certification of Independent Price Determination ................................................................................................................... 18 
3.13 Firm Offers .............................................................................................................................................................................. 18 
3.14 Right to Accept All or Portion of Proposal ............................................................................................................................. 19 
3.15 Order of Precedence, Incorporated Documents, Conflict and Conformity ............................................................................. 19 
3.16 Public Opening of Proposals ................................................................................................................................................... 19 
3.17 News Releases ......................................................................................................................................................................... 19 
3.18 Greening Requirement ............................................................................................................................................................. 20 
3.19 Certification of Non-Debarment .............................................................................................................................................. 20 

SECTION 4: Scope of Work ............................................................................................................................................................... 20 
4.1 Overview .................................................................................................................................................................................. 20 
4.2 Independent Contractor ........................................................................................................................................................... 22 
4.3 Dealers ..................................................................................................................................................................................... 22 
4.4 Product Offerings ..................................................................................................................................................................... 22 
4.5 Service Offerings ..................................................................................................................................................................... 29 
4.6 Purchase, Lease, and Rental Programs .................................................................................................................................... 36 
4.7 Customer Service ..................................................................................................................................................................... 43 
4.8 Equipment Demonstration Requirements ................................................................................................................................ 43 

- 55 -



Page 3 of 84 
 

4.9 Ordering and Invoicing Specifications .................................................................................................................................... 44 
4.10 Delivery Requirements ............................................................................................................................................................ 45 
4.11 Equipment Installation Requirements ...................................................................................................................................... 46 
4.12 Inspection and Acceptance ...................................................................................................................................................... 47 
4.13 Security Requirements ............................................................................................................................................................. 47 
4.14 Warranty Requirements ........................................................................................................................................................... 49 

SECTION 5: Proposal Submission Instructions ............................................................................................................................. 50 
5.1 Overview and General Requirements ...................................................................................................................................... 50 
5.2 Sealed Proposal Submission .................................................................................................................................................... 51 
5.3 Response Format ..................................................................................................................................................................... 52 

SECTION 6: Evaluation and Award Selection Process .................................................................................................................. 55 
6.1 Evaluation Process ................................................................................................................................................................... 55 
6.2 Evaluation Factors ................................................................................................................................................................... 55 
6.3 Award Methodology ................................................................................................................................................................ 56 
6.4 Notice of Intent to Award ........................................................................................................................................................ 57 
6.5 Protested Solicitations and Awards ......................................................................................................................................... 57 
6.6 Post Award Formalization of the Master Agreement .............................................................................................................. 57 

Exhibit A – Participating States ................................................................................................................................................................ 58 
Exhibit B – 2017 Participating States Sales Volumes ............................................................................................................................... 59 
Exhibit C – NASPO ValuePoint Master Agreement Terms and Conditions ............................................................................................ 60 
Exhibit D – Participating States Terms and Conditions ............................................................................................................................ 61 
Exhibit E – NIST Computer Security Incident Handling Guide ............................................................................................................... 62 
Exhibit F – MPS Statement of Work ........................................................................................................................................................ 63 
Exhibit G – D&A Certificate .................................................................................................................................................................... 66 
Exhibit H – Authorized Dealer Form ........................................................................................................................................................ 67 
Exhibit I – NASPO ValuePoint Detailed Sales Reporting Template ........................................................................................................ 68 
Exhibit J – State of Colorado Environmentally Preferable Purchasing Policy ......................................................................................... 69 
Attachment A – Proposal Checklist .......................................................................................................................................................... 70 
Attachment B – Response Sheet ............................................................................................................................................................... 71 
Attachment C – W9 Request for Taxpayer Identification Number and Certification .............................................................................. 72 
Attachment D – Authorized Dealers by State ........................................................................................................................................... 73 
Attachment E – Price Lists ........................................................................................................................................................................ 74 
Attachment F – Scope of Work Response ................................................................................................................................................ 75 
Attachment G – MPS Response ................................................................................................................................................................ 76 
Attachment H –Company Experience and Demonstrated Capability Fact Sheet ..................................................................................... 77 
Attachment I – Contractor Kick-Off Meeting Affirmation ....................................................................................................................... 78 
Attachment J – Master Agreement Affirmation ........................................................................................................................................ 79 
Attachment K – Key Personnel ................................................................................................................................................................. 80 
Attachment L – eMarket Center Compliance ........................................................................................................................................... 84 

 
 
 
  

- 56 -



Page 4 of 84 
 

REQUEST FOR PROPOSAL 
Copiers and Managed Print Services 

 
Solicitation # RFP-NP-18-001  

 
 
 

SECTION 1: Solicitation Overview 
 
1.1 Purpose 

1.1.1 The State of Colorado, Department of Personnel & Administration, State Purchasing & 
Contracts Office (“Lead State”) is requesting Proposals for Copiers and Managed Print 
Services (MPS) in furtherance of the NASPO ValuePoint Cooperative Purchasing Program. 
The purpose of this Request for Proposal (RFP) is to establish Master Agreements with 
qualified Contractors to provide Multi-function Devices (MFD’s), Single-function Printers, 
Production Equipment, Large/Wide Format Equipment, Scanners, and MPS and software 
bundles that enable and enhance the productivity and capability of the Devices. The 
Equipment that will be available under the resulting Master Agreement(s) will be grouped as 
follows: 

Group Device 
A A3  MFD (B&W and Color/B&W) 
B A4  MFD (B&W and Color/B&W) 
C Production Equipment (B&W and Color/B&W) 
D Single-function Printers (B&W and Color/B&W) 
E Large/Wide Format Equipment (B&W and Color/B&W) 
F Scanners 

 
1.1.2 There will be a separate Evaluation component for MPS; however, it will not be awarded by 

itself. In order for an Offeror to be eligible to provide MPS, they must submit a response to the 
MPS component of this RFP. Refer to Section 5 (Proposal Submission Instructions) and 
Section 6 (Evaluation and Award Selection Process) for additional information. 
  

1.1.3 The objective of this RFP is to obtain best value, and in some cases achieve more favorable 
pricing, than is obtainable by an individual state or local government entity because of the 
collective volume of potential purchases by numerous state and local government entities. The 
Master Agreement(s) resulting from this procurement may be used by state governments, 
including departments, agencies, institutions of higher education, political subdivisions (i.e., 
school districts, counties, cities, etc.), eligible non-profit organizations, and the District of 
Columbia, subject to approval of the individual Chief Procurement Officer and compliance with 
local statutory and regulatory provisions.  

 
1.1.4 This RFP is designed to provide interested Offerors with sufficient information to submit 

Proposals meeting minimum requirements, but is not intended to limit a Proposal's content or 
exclude any relevant or essential data. Offerors are encouraged to expand upon the 
specifications to add service and value consistent with Lead State requirements.  

 
1.1.5 All information contained within this RFP, and any amendments and modifications thereto, 

reflect the best and most accurate information available to the Lead State at the time of RFP 
preparation. No inaccuracies in such data shall constitute a basis for legal recovery of 
damages or protests, either real or punitive, except to the extent that any such inaccuracy was 
a result of intentional misrepresentation by the Lead State. 
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1.2 Lead State, Solicitation Number and Lead State Contract Administrator 

1.2.1 The State of Colorado, Department of Personnel & Administration, State Purchasing & 
Contracts Office, is the Lead State and issuing office for this document and all subsequent 
addenda relating to it. The reference number for the transaction is Solicitation # RFP-NP-18-
001. This number must be referenced on all Proposals, correspondence, and documentation 
relating to the RFP. 

 
1.2.2 The Lead State Contract Administrator identified below is the single point of contact during this 

procurement process. Offerors and interested persons shall direct to the Lead State Contract 
Administrator, all questions concerning the procurement process, technical requirements of 
this RFP, contractual requirements, requests for brand approval, clarification, the Award 
process, and any other questions that may arise related to this Solicitation and the resulting 
Master Agreement(s). The Lead State Contract Administrator designated by the State of 
Colorado is:  

      Nikki Pollack, CPPB 
 Department of Personnel & Administration 
 State Purchasing & Contracts Office 
 1525 Sherman Street, 3rd Floor 
 Denver, CO 80203 
 nikki.pollack@state.co.us 
 Phone: 303-866-5671 
 

1.3 Schedule of Events 
1. Pre-Proposal Meeting      October 12, 2018, 9:00 AM (MDT) 
2. Q&A (from Pre-Proposal Meeting) posted  October 18, 2018, 5:00 PM (MDT) 
3. Deadline for Offeror written questions   October 24, 2018, 5:00 PM (MDT) 
4. Estimated response to Offeror questions  October 29, 2018, 5:00 PM (MDT) 
5. Deadline to submit Proposal    January 17, 2019, 1:00 PM (MDT) 
6. Public Opening of Proposals    January 17, 2019, 2:00 PM (MDT) 
7. Estimated Award notification    March 31, 2019 
8. Master Agreement negotiations    April, 2019 – July, 2019 
9. Contractor Kick-Off Meeting    Late July, 2019 
10. Estimated Contract start date    August 1, 2019   

    
1.4 Pre-Proposal Meeting 

A Pre-Proposal Meeting will be held on October 12, 2018 at 9:00 AM (MDT). Manufacturers’ that meet 
the mandatory requirements of Subsection 3.6.1, and are interested in attending, must email Nikki 
Pollack at nikki.pollack@state.co.us, no later than 3pm (MDT) on October 5, 2018, and request 
additional information. Attendance is optional; however, Offerors who do not attend will still be 
responsible for ensuring their Proposal meets the requirements of the RFP. Answers to questions 
asked during the Pre-Proposal Meeting will be provided via a notice posted in Colorado VSS. 
 

1.5 Contract Term  
1.5.1  The initial term of the Master Agreement shall be two (2) years with the option to renew for up to 

three (3) consecutive one year periods. 
 

1.5.2  The estimated Contract start date of August 1, 2019 will be the beginning of a transition period 
from the current state of Nevada Copiers, Printers and Related Devices (RFP 3091), and the 
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state of New Mexico Managed Print Services (RFP 40-000-14-00107) Master Agreements to 
the new State of Colorado Copiers and Managed Print Services (RFP NP-18-001) Master 
Agreement(s). During this transition period, which will be effective through December 31, 
2019, Participating States and Entities may continue to use the Master Agreements that are in 
effect as of the issuance of this RFP. Purchasing Entities may begin purchasing from the 
Awarded Vendor(s) when new Participating Addenda are executed, or as directed by the 
Participating State or Entity. 

 
1.6 NASPO ValuePoint Background Information 

NASPO ValuePoint (formerly known as WSCA-NASPO) is a cooperative purchasing program of all 50 
states, the District of Columbia, and the territories of the United States. The program is facilitated by the 
NASPO Cooperative Purchasing Organization LLC, a nonprofit subsidiary of the National Association of 
State Procurement Officials (NASPO), doing business as NASPO ValuePoint. NASPO is a non-profit 
association dedicated to strengthening the procurement community through education, research, and 
communication. It is made up of the directors of the central purchasing offices in each of the 50 states, 
the District of Columbia and the territories of the United States. For more information, consult the 
following websites http://www.naspo.org and http://www.naspovaluepoint.org. 
 

1.7 Participating States and Entities 
1.7.1  In addition to the Lead State conducting this Solicitation, Exhibit A (Participating States) lists 

the states that have requested to be named in this RFP as potential users of the resulting Master 
Agreement(s). This list however, is not necessarily inclusive of all states or government entities 
that will utilize the resulting Contract(s). NASPO ValuePoint permits other states or entities to 
become Participating States or Entities after Award of the Master Agreement(s). 

 
1.7.2  Some states have included state specific terms and conditions that will govern their Participating 

Addendum. These terms and conditions are provided as a courtesy to Offerors, and will not be 
addressed or negotiated by the Lead State; rather, the Participating States shall negotiate these 
terms and conditions directly with the Awarded Vendor(s). State specific terms and conditions 
are listed in Exhibit D (Participating State Terms and Conditions).  

 
1.7.3  Since Participating States and Entities have widely varying needs, this RFP has been designed 

to encompass all of these needs. As such, each Participating State or Entity may, through a 
Participating Addendum, limit: 

a) The number of Awarded Vendors; 
 

b) Available financial vehicles; 
 

c) Device Groups, Segments, Products, Services (including MPS); and 
 

d) Any additional items as deemed necessary by the Participating State or Entity. 
 

1.7.4  A Participating State or Entity must sign a new Participating Addendum with an Awarded 
Vendor, regardless of whether that Awarded Vendor has signed Participating Addenda under a 
prior Master Agreement(s).  
 

1.8 Historical Usage 
Exhibit B (2017 Participating States Sales Volumes), contains calendar year 2017 estimated sales 
volume from those states listed in Exhibit A. No minimum or maximum level of sales volume is 
guaranteed or implied. 

 
1.9 Selection of Successful Proposals 

1.9.1  Should the Lead State determine at any time during the term of the resulting Master Agreements 
that the number of Awarded Vendors is not adequate to properly fill the needs of the 
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Participating States and Entities, it may re-issue the Solicitation and/or make additional Awards 
as necessary.   

 
1.9.2  An Evaluation will be conducted and Awards made to Offerors whose Proposals are 

determined to be most advantageous considering the Evaluation factors set forth in Section 6 
(Evaluation and Award Selection Process).   

 
1.10 Pricing 

1.10.1 MSRP/List Price and discount percentages must be guaranteed throughout the term of the 
Master Agreement, including any renewal terms; however, Awarded Vendor may increase its 
discount percentage at any time. The Lead State must be notified of any such discount 
percentage increase, and provided with a copy of the new Group Price List(s).  
 

1.10.2 MSRP/List Price shall remain firm during the first twelve (12) months of the Master Agreement. 
After this period, Awarded Vendors may update their MSRP/List Price on a quarterly basis, 
according to the following guidelines: 

a) All requested price increases must include documentation from Direct Material suppliers 
detailing cost escalations, and Awarded Vendors must describe how those escalations 
impact current Product offerings. 
 

b) With the exception of Direct Material cost increases, no price increase requests will be 
allowed.  
 

c) Updated Price Lists must be submitted to the Lead State by the 1st day of each quarter. 
 

d) Pricing will not go into effect unless, or until, it is approved by the Lead State.  
 

1.10.3 Pricing must include all shipping, delivery, and installation costs associated with the Products. 
Excess installation charges however, may be billable. Refer to Subsection 4.11.5 for more 
information exceptions to this requirement. 
 

1.10.4 The proposed discount percentages for the Pricing Items listed on the ‘Discount from MSRP’ 
tab in the Group Price Lists, will apply to the Awarded Vendor(s) full catalog of approved 
Products. 
 

1.10.5 The proposed pricing shall be Ceiling Pricing. Awarded Vendor(s) may offer lower pricing on a 
per Order basis to Purchasing Entity’s; likewise, Purchasing Entity’s may request lower pricing 
on a per Order basis from Awarded Vendor(s).  
 

1.10.6 Awarded Vendor(s) may offer state-wide promotional discounts, customer location specific 
discounts, bulk discounts, or spot discounts. Awarded Vendor(s) must notify the Participating 
State or Entity Contract Administrator of special state-wide promotional discounts. 
 

1.10.7 Any revisions to Product offerings (new Products, altered item or model numbers, etc.) must 
be pre-approved by the Lead State, and will shall only be allowed once per month calendar 
quarter. 
 

1.10.8 Product updates Updated Group Price Lists are required by the 1st of the month and shall go 
into effect upon approval by the 15th of each month, or when the Lead State approves the 
Price List, whichever comes first. 
 

1.10.9 Any Product additions must be updated with Buyer’s Lab within ninety (90) days of submission 
to the Lead State. Failure to adhere to this requirement will result in the Product(s) being 
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removed from the Master Agreement Price List(s) until such time as they can be verified on 
Buyer’s Lab. 
 

1.10.10 Updates to lease and rental rates must be submitted by the 1st day of each quarter. 
 

1.10.11 Price Lists received after the 1st of the month may not be approved for up to thirty (30) days 
following submission. In addition, errors in the Awarded Vendor(s) Price Lists may delay the 
approval process further. 
 

1.10.12 All approved Price Lists will be submitted by the Lead State to NASPO ValuePoint. Awarded 
Vendor(s) shall then update all applicable websites with the new Price Lists after the NASPO 
ValuePoint website has been updated.  

 
1.10.13 Proposed pricing on all Products must be expressed as a discount from MSRP/List Price. 

 
1.10.14 All inclusive Cost Per Copy (CPC) programs may be offered upon request by the Participating 

State or Entity, but pricing must not exceed Master Agreement pricing. Awarded Vendor(s) 
must provide the Participating State or Entity with their pricing breakdown which enables the 
Participating State or Entity to easily compare the pricing in the CPC structure against the 
pricing in the Master Agreement.  

 
1.10.15 The proposed lease and rental rates must not include property tax; however, Awarded 

Vendor(s) will be allowed to increase their proposed rates in their Master Agreement Price 
Lists, to account for property tax. it may be billed separately to the Purchasing Entity, or as 
otherwise specified in a Participating Addendum. Refer to Subsection 4.6.5 for additional 
information on lease and rental rate calculations. 

 
 
 
 

SECTION 2: Definitions 
 

Term Description 

A3 MFD A Multi-function Device which is designed to handle letter, legal, ledger 
and some smaller paper sizes, such as postcards and envelopes. 

A4 MFD 
A Multi-function Device which is designed to handle letter, legal and some 
smaller paper sizes, such as postcards and envelopes. Ledger size paper 
is NOT an option on this Device. 

Acceptance 

A written notice from a Purchasing Entity to Awarded Vendor advising 
Awarded Vendor that the Product has passed its Acceptance Testing. 
Acceptance of a Product for which Acceptance Testing is not required 
shall occur following the completion of delivery, installation, if required, 
and a reasonable time for inspection of the Product, unless the 
Purchasing Entity provides a written notice of rejection to Awarded 
Vendor. 

Acceptance Testing 
The process set forth in the Master Agreement for ascertaining that the 
Product meets the standard of performance prior to Acceptance by the 
Purchasing Entity. 

Accessory A compatible item that is added to the Base Unit to enhance its 
capabilities and functions. 

Authorized Dealer The Manufacturer’s authorized sales and Service center (also known as a 
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(“Dealer”) Dealer, Distributor, or Partner) that must be certified by the Manufacturer 
to sell the Manufacturer’s Products, and perform machine installation and 
maintenance on Devices offered by the Manufacturer. A Purchasing Entity 
must be able to, at a minimum, visit the sales and Service center to view 
and test Equipment. 

Award The selection of an Offeror based on the Offeror’s Proposal, to receive a 
Contract resulting from the RFP. 

Awarded Vendor 
The business entity whose Proposal has been determined to be the most 
advantageous considering the factors set forth in the Solicitation, and 
whose Proposal(s) is approved and accepted by the Lead State. 

Base Unit 
The copier, printer, scanner, large/wide format and production Devices 
that include all standard Accessories and parts, and excludes optional 
Accessories and/or software. 

Blended Rate 
A rate that is derived by taking the b&w and color cost per click rates on 
one or more Devices and calculating one rate that a customer will be 
billed for all copies, regardless of Device type and b&w or color output. 
Allows for simplicity when billing copies run. 

Bronze Standard Devices which meet less than 50% of the 28 optional EPEAT criteria. 

Business Day Any day other than Saturday, Sunday or a legal holiday. 

Buyout to Keep 
The early termination option on an FMV or Capital Lease that involves the 
acquisition of the Equipment by the Purchasing Entity, and consists of any 
current and past due amount, plus the remaining stream of Equipment 
Payments. 

Buyout to Return 

The early termination option on an FMV, Capital or Straight Lease that 
involves the return of the Equipment by the Purchasing Entity to Awarded 
Vendor, in good working condition (ordinary wear and tear excepted), and 
consists of any current and past due amounts, plus the remaining stream 
of Equipment Payments. 

C.R.S. Colorado Revised Statutes and as amended. 

Cancellable Rental 
An agreement that is cancellable upon the Purchasing Entity providing the 
Awarded Vendor with a thirty (30) day written notice, and is subject to a 
maximum penalty of up to three (3) months of Total Monthly Payments. 
Equipment ownership is not an option. 

Capital Lease 

For the purposes of this RFP and resulting Master Agreement(s), a 
Capital Lease shall also be referred to as a $1 Buyout Lease and title of 
the Equipment will automatically pass from the Awarded Vendor to the 
Purchasing Entity at the end of the Initial Lease Term, and the Purchasing 
Entity will not be subject to additional payments in order to assume 
ownership. However, it will be at the discretion of the Participating State or 
Entity as to whether other criteria will also be considered, such as a 
bargain purchase option, a lease term longer than 75% of the estimated 
economic life of the Equipment, or the present value of the lease 
payments is greater than 90% of the fair market value of the Equipment at 
the beginning of the Initial Lease Term, or any other legal requirements 
relating to a Capital Lease. 

Ceiling Pricing Pricing that is established as a “not-to-exceed” amount; the maximum 
price Awarded Vendor may charge for Products, Services, and Supplies. 
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Chief Procurement 
Officer 

The individual who has the authority to supervise and approve the 
procurement of all Products and Services needed by the Lead State or a 
Participating State. 

Contractor 
Also referred to as Awarded Vendor or Offeror; is the person or entity 
delivering Products or performing Services under the terms and conditions 
set forth in the Master Agreement. 

Coterminous 
Two or more leases or rentals that end at the same time. The original 
lease or rental payment is modified to reflect the addition of a new piece 
of Equipment or Accessory. The original term of the lease or rental is not 
modified as a result of a Coterminous addition. 

Device Also referred to as “Equipment.” The Base Unit, either with or without 
optional Accessories and/or software.  

Direct Material 
Materials which are easily identified, measured, and charged to the cost of 
production; part of the finished Product. Examples include timber for 
furniture and leather for shoes. 

Electronic Product 
Environmental 

Assessment Tool 
(EPEAT) 

A tool which evaluates and selects Equipment according to a list of 
preferred environmental attributes. EPEAT registered means Devices 
meet the 1680.2 IEEE Standard for Environmental Assessment of 
Imaging Equipment, as amended. 

Energy Star The U.S. Environmental Protection Agency’s standard for energy 
efficiency. 

Equipment Also referred to as “Device.” The Base Unit, either with or without optional 
Accessories and/or software. 

Equipment Downtime The period of time that a Device is waiting for Service to be completed. 

Equipment Payment The Equipment portion of the payment, less any Service, Supplies, and 
maintenance. 

Equipment Trade-In 
An agreed upon transaction between the Purchasing Entity and Awarded 
Vendor, in which Awarded Vendor takes ownership of Purchasing Entity’s 
owned Device, often for a discounted amount. 

Equipment Upgrade or 
Downgrade 

A replacement of the Purchasing Entity’s existing lease or rental 
Equipment, with a different piece of Equipment, of either greater or lesser 
value. A new lease or rental is then originated for the new piece of 
Equipment, with the remaining lease or rental payments on the old 
Equipment wrapped into it. The old lease or rental is closed out, and the 
Equipment is returned to Awarded Vendor. 

Evaluation The process of examining Offeror’s Proposal and rating it based on pre-
established criteria. 

Fair Market Value 
(FMV) Lease 

A lease in which the Purchasing Entity can either 1) Take title to the 
Equipment at the end of the Initial Lease Term by paying the residual 
value to Awarded Vendor, 2) Enter into a Renewal Term for the 
Equipment, or 3) Return the Equipment to Awarded Vendor at the end of 
the Initial Lease Term. 

Free on Board (FOB) 
Destination 

Awarded Vendor is responsible for transportation and handling charges 
and the sale does not occur until the Products arrive at the Purchasing 
Entity’s specified location.  

- 63 -



Page 11 of 84 
 

Group 
The Device classification for the different types of Equipment solicited in 
this RFP. Groups are determined by the Devices primary functions and/or 
capabilities. 

Independent 
Contractor 

A natural person, business, or corporation that provides Products or 
Services to another entity under the terms specified in a contract. An 
employer-employee relationship does not exist. 

Initial Lease or Rental 
Term 

The length of time (i.e. 12, 18, 24, 36, 48, or 60 months) that a Purchasing 
Entity enters into a lease or rental agreement. 

Large/Wide Format 
Equipment A Device that prints on a large paper via a variety of output options. 

Lead State The state conducting this cooperative procurement, Evaluation, Award, 
and centrally administering any resulting Master Agreement(s). 

Legacy Equipment 
Equipment that was purchased, leased, or rented either under a prior 
NASPO ValuePoint or WSCA Master Agreement, another program, or via 
any other means. 

Maintenance 
Agreement 

An agreement in which the Awarded Vendor provides monthly Service, 
parts, Supplies, and Preventative Maintenance on purchased, leased or 
rented Devices. 

Managed Print 
Services (MPS) 

The management, Service, and support of the Purchasing Entity’s entire 
enterprise and output infrastructure of printed materials, with the objective 
of creating a solution that improves the print process and reduces the 
expense of printed material. 

Manufacturer 
A company that, as its primary business function, designs, assembles, 
and owns the trademark/patent and markets a Product. Also referred to as 
Offeror, Awarded Vendor and Contractor. 

Manufacturer’s 
Suggested Retail 

Price (MSRP) 
The list price or recommended retail price of a Product in which the 
Manufacturer recommends that the retailer sell the Product. 

Master Agreement 
Also referred to as “Contract”; the underlying agreement executed by and 
between the Lead State, acting on behalf of the NASPO ValuePoint 
program, and the Awarded Vendor, as now or hereafter amended. 

Multi-function Device 
(MFD) 

A Device which incorporates the functionality of multiple Devices into one, 
such as print, fax, copy and scan. Each feature can work independently of 
the other. 

NASPO ValuePoint 

The NASPO Cooperative Purchasing Organization LLC, doing business 
as NASPO ValuePoint, is a 501(c)(3) limited liability company that is a 
subsidiary organization of the National Association of State Procurement 
Officials (NASPO). NASPO ValuePoint is identified in the Master 
Agreement as the recipient of reports and may perform Contract 
administration functions relating to collecting and receiving reports as well 
as other Contract administration functions as assigned by the Lead State. 

Newly Manufactured 
Devices that have not been Refurbished, Remanufactured, rented, 
leased, sold, or used in a demonstration, and are currently being 
marketed by the Manufacturer. 

Normal Business 8:00 a.m. to 5:00 p.m., Monday through Friday (state holidays excluded), 
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Hours regardless of time zone. 

Not Specifically Priced 
(NSP) 

NSP items are items that enhance or compliment the Awarded Vendor’s 
Product, and may be acquired by a Purchasing Entity under Awarded 
Vendor’s Master Agreement, but are not listed or priced in Awarded 
Vendor’s NASPO ValuePoint Price List. NSP’s may include Coin Op 
equipment, empowering software, etc. NSP items do not include Services. 

OEM Original Equipment Manufacturer. 

Offeror The Contractor who submits a Proposal in response to the RFP. 

Order 
Any type of encumbrance document or commitment voucher, including, 
but not limited to, a purchase order, contract, MPS statement of work, 
Maintenance Agreement, lease agreement, rental agreement etc.) 

Participating 
Addendum 

A bilateral agreement executed by a Awarded Vendor and a Participating 
State or Entity incorporating the Master Agreement and any other 
additional Participating State or Entity specific language or other 
requirements (e.g. ordering procedures, other terms and conditions). 

Participating Entity A government entity within a state that is properly authorized to enter into 
a Participating Addendum. 

Participating State 
A state, which encompasses all government entities within that state, or 
the District of Columbia, or one of the territories of the United States, that 
enters into a Participating Addendum.  

Power Filter 
An electronic filter which is placed between an external power line and a 
Device for the purpose of removing frequencies or electromagnetic 
interference. 

Preventative 
Maintenance 

The servicing of a Device for the purpose of maintaining a satisfactory 
operating condition by providing systematic inspection, detection, and 
correction of failures either before they occur or before they develop into 
major defects. 

Private Label Products that are manufactured by one company and sold under a 
retailer’s brand name. 

Product Devices, Accessories, parts, software, and/or Supplies provided or 
created by the Awarded Vendor pursuant to the Master Agreement.  

Production Equipment A high-speed, high-quality printing Device that typically has advanced 
finishing functionality. 

Proposal The official written response submitted by an Offeror in response to the 
RFP. 

Proprietary 
Information 

Any trade secret or confidential business information that is contained in a 
Proposal. 

Public Record 

All books and Public Records of a governmental entity, the contents of 
which are not otherwise declared by law to be confidential must be open 
to inspection by any person and may be fully copied or an abstract or 
memorandum may be prepared from those public books and Public 
Records. 

Purchasing Entity A city, county, district, institution of higher education, and some non-
profits who issue an Order against the Master Agreement via their 
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Participating State or Entity’s Participating Addendum. 

Refurbished 

A Product which has received extensive maintenance and/or minor repair, 
including the replacement of all standard parts subject to wear during the 
normal course of use. For the purpose of this Solicitation and resulting 
Master Agreement(s), Refurbished Equipment shall not have more than 
750,000 original copies on it. In addition, Refurbished Equipment must 
only contain OEM parts. Refurbished Equipment must be certified by the 
Manufacturer. 

Remanufactured 

The process of disassembling Devices known to be worn or defective that 
can be reused or brought up to OEM specification by cleaning, repairing 
or replacing it in a manufacturing environment and then reassembling and 
testing it, so that it will operate like a new Device. Remanufactured 
Equipment must be certified by the Manufacturer. 

Renewal Term 

A lease term that supersedes the Initial Lease Term, and which a 
Purchasing Entity may enter into upon thirty (30) days prior written notice 
to Awarded Vendor. Each Renewal Term shall not exceed 12 months, the 
residual value of the Equipment, or the Useful Life of the Equipment. 
Capital Leases are excluded from going into renewal. 

Request for Proposal 
(RFP) 

The entire Solicitation document, including all parts, sections, exhibits, 
attachments, and amendments. 

Response Time 
The time from when the original Service Call is placed with the Awarded 
Vendor or Authorized Dealer, to when the Service technician arrives at the 
Purchasing Entity’s location. 

Scanner A Device that scans documents and converts them into digital data. 

Segment The various speeds that Devices are categorized by. 

Service Base Location The place of business where the Awarded Vendor or Authorized Dealer 
stores parts and provides training for service technicians. 

Service Call An on-site Service technician visit due to Device error or malfunction. 

Services The labor required to be performed by Awarded Vendor pursuant to the 
Master Agreement or an Order. 

Short-Term Rental A type of agreement in which ownership is not an option and the 
maximum rental term does not exceed 18 months. 

Single-function Printer An inkjet or laser Device that only prints and is not capable of other 
functions such as copying, faxing or scanning. 

Solicitation A written offer or attempt to purchase Products and/or Services through 
an official Proposal, Evaluation, and Award process. 

Straight Lease A type of agreement in which ownership is not an option and the Total 
Monthly Payment amount remains firm throughout the Initial Term.  

Supplemental 
Documents 

Documents include, but are not limited to, lease agreements, rental 
agreements, Maintenance Agreements, and software or click-wrap 
agreements that are pertinent to the Products being offered. 

Supplies Consumable items that gets used up or are discarded once used, such as 
ink cartridges. 
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Third Party Someone who may be indirectly involved but is not a principal party to an 
arrangement, contract, deal, lawsuit or transaction. 

Total Monthly 
Payment 

The Equipment portion of the payment, as well as any Service, Supplies 
or maintenance, and less any applicable taxes. 

Useful Life Period during which a Device is expected to be usable for the purpose in 
which it was manufactured. 

 
 
 
 

SECTION 3: RFP Requirements and Information 
 
3.1 Colorado Vendor Self Service (VSS) and Registration 

3.1.1 This Solicitation is published using the Colorado Vendor Self Service (Colorado VSS). Offerors 
are not required to be registered on Colorado VSS in order to download RFP documents and 
information. Colorado VSS information can be found through the State Purchasing & Contracts 
Office (SPCO) link at www.colorado.gov/VSS. The Colorado VSS Help Desk can be reached 
at 303-866-6464 for further assistance.  

 
3.1.2 During the RFP process, all official communication with Offerors will be via notices on 

Colorado VSS. Notices may include any modifications to administrative or performance 
requirements, answers to inquiries received, clarifications to requirements, and the 
announcement of the apparent winning Offeror(s). It is incumbent upon Offerors to monitor 
Colorado VSS for any such notices, as the Lead State accepts no responsibility for a 
prospective Offeror not receiving RFP documents and/or revisions to the RFP. 

 
3.2 Inquiries and Questions 

3.2.1 Offerors may submit inquiries and questions concerning this RFP to obtain clarification on 
specifications and requirements. All inquiries must be submitted via email to Nikki Pollack at 
nikki.pollack@state.co.us, and are due no later than the time shown in Subsection 1.3 (3), 
or otherwise amended on Colorado VSS.  

 
3.2.2 If Dealers have questions pertaining to this RFP, they must direct those questions through 

their Manufacturer. 
 

3.2.3 Please limit inquiries to only those questions that are essential in order to submit a viable 
Proposal in response to this RFP. Requests for detailed, non-essential, or exhaustive 
information may receive a response of “This information is not available.”  

 
3.2.4 Responses to questions will be published as a modification on Colorado VSS. Offerors should 

not rely on any other information if it is not published on Colorado VSS, either written or oral, 
that alter any specification or other term or condition of the RFP. Offerors are NOT to contact 
any other state office or individual regarding this RFP process, as doing so may result in 
Offeror being disqualified.   

 
3.2.5 The identity of potential Offerors will not be published with the answers. 

 
3.3 Incurring Cost 

Any cost incurred by a potential Offeror in preparation, transmittal, and/or presentation of any Proposal 
or material submitted in response to this RFP shall be borne solely by the Offeror.  
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3.4 Cancellation of Procurement 
This RFP may be cancelled at any time up until the time of execution of the Master Agreement(s), if the 
Lead State determines such action to be in the collective best interests of the Participating States and 
Entities, and in accordance with Section 24-103-301, C.R.S.  
 

3.5 Governing Laws and Regulations 
3.5.1 This procurement is conducted by the Lead State, in accordance with Colorado Procurement 

Code, which is available at https://www.colorado.gov/pacific/osc/procurement-resources. 
 

3.5.2 This RFP and the resulting Master Agreement(s) shall be governed by the laws of Colorado as 
the Lead State. The exclusive venue for any administrative or judicial action relating to this 
RFP shall be in the City and County of Denver, Colorado. 

 
3.5.3 The provisions governing choice of law and venue for issues arising after Award and during 

Contract performance are specified in Exhibit C (NASPO ValuePoint Master Agreement 
Terms and Conditions). 

 
3.6 Mandatory Requirements 

To be eligible for consideration of Award, a potential Offeror must meet the following mandatory 
requirements. Failure to meet these mandatory requirements will result in disqualification of a Proposal. 
3.6.1 Offeror must be a Manufacturer of A3 MFD’s, A4 MFD’s, Production Equipment, Single-

function Printers, Large/Wide Format Equipment, or Scanners, as defined within this RFP. 
 

3.6.2 Proposed Devices must be Newly Manufactured and meet the requirements of Subsection 
4.4.2. Offerors are not permitted to submit Proposals for Remanufactured or Refurbished 
Equipment. 

 
3.6.3 Offeror must submit Product and pricing information as detailed in Attachment E (Group 

Price Lists) for each of the Groups being proposed. Offeror will not be eligible to receive an 
Award for any Group it does not submit Product and pricing information for. The information 
contained in each of the Group workbooks is for Evaluation purposes only and will not be 
inclusive of Offeror’s awarded Product line for that Group(s). Refer to Section 5 (Proposal 
Submission Instructions) for additional requirements. 
 

3.6.4 MSRP must be submitted with Offeror’s Proposal. MSRP will be verified with Buyer’s Lab. If 
the MSRP is not published on Buyer’s Lab, then the Offeror may submit its List Price. The List 
Price must be verifiable and published on the Manufacturer’s website at the time of Proposal 
submission. 

 
3.6.5 In order to be eligible to provide MPS under a Group they are awarded, Offeror must submit 

pricing for MPS, and respond to all applicable questions in Attachment G (MPS Response). 
 

3.6.6 Offeror must provide a leasing option for Group A, Group B, and Group C. Lease options for 
Group D, Group E, and Group F are encouraged, but not required. 

 
3.6.7 Offeror must submit 36, 48, and 60 month lease rates for FMV and Capital Leases for Groups 

A, B, and C. 12, 18, and 24 month terms are optional. In addition, 72 and 84 month lease and 
rental rates for Group C are also optional. 

 
3.6.8 Offeror must submit copies of all Supplemental Documents with their Proposal. The terms and 

conditions in these documents must reflect the applicable terms and conditions as outlined in 
Section 4 (Scope of Work) of this RFP. The Supplemental Documents will be included as 
Exhibits in the Awarded Vendor(s) subsequent Master Agreement(s), but it will be at the 
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discretion of each Participating State or Entity to review, negotiate and/or utilize these 
documents in their Participating Addendum.  

 
3.7 Confidential or Proprietary Information 

Written requests for confidentiality shall be submitted by the Offeror with their Proposal for 
consideration and acceptance of confidential status by the Lead State. The Offeror must state 
specifically what elements of the Proposal are to be considered confidential/proprietary. Confidential 
and Proprietary Information must be readily identified, marked, and packaged in accordance with the 
instructions in Subsection 5.2. Neither a Proposal in its entirety, nor Proposal price information is 
considered confidential and proprietary. Any information that will be included in any resulting Master 
Agreement cannot be considered confidential. Colorado Open Records Act (CORA) (Section 24-72-201 
et seq., C.R.S.) governs what Public Records are open for inspection. 
 

3.8 Ownership or Disposition of Proposals and Other Materials Submitted 
The Lead State has the right to retain the original Proposal and other RFP response materials for its files 
received by the Solicitation closing and not withdrawn prior to the public opening. As such, the Lead State 
may retain or dispose of all copies as is lawfully deemed appropriate. The Lead State has the right to use 
any or all information/material presented in the reply to the RFP. Proposal materials may be reviewed after 
the “Notice of Intent to Award” has been issued, subject to the terms of Title 24, Article 72, Part 2, C.R.S., 
as amended. 
 

3.9 Offeror’s Binding Offer and Acceptance 
3.9.1 The contents of an Offeror’s submittal response to this RFP shall constitute a binding offer and 

will become contractual obligations of the successful Offeror. Acknowledgment of this 
condition shall be indicated by the Offeror’s signature on Attachment B (Response Sheet) or 
by an officer of the Offeror legally authorized to execute contractual obligations.  

  
3.9.2 A submission in response to this RFP, unless specified otherwise, acknowledges acceptance 

by the Offeror of all terms and conditions, as set forth herein including its attachments and 
exhibits, without making its offer contingent.   

 
3.9.3 An Offeror may withdraw its Proposal upon written notification (email is acceptable) submitted 

to and received by the Lead State, prior to the established RFP Proposal opening date and 
time, in accordance with Section 24-103-202, C.R.S. and procurement rules R-24-103-202a-
04 and R-24-103-202a-09.  

 
3.10 NASPO ValuePoint Master Agreement Statement of Compliance 

3.10.1 NASPO ValuePoint Master Agreement(s) resulting from this RFP will constitute the final 
agreement except for negotiated terms and conditions specific to a Participating State or 
Entity’s Participating Addendum.   

 
3.10.2 The Master Agreement will include, but not be limited to, Exhibit C (NASPO ValuePoint 

Master Agreement Terms and Conditions), the requirements as referenced in Section 4 
(Scope of Work), and selected portions of the Offeror’s Proposal.    

 
3.10.3 Insurance. The Offeror agrees to acquire and keep in force Worker’s Compensation, 

Commercial General Liability, Cyber Liability, and Automobile Liability insurance coverage 
from an insurance carrier or carriers licensed to conduct business in each Participating Entity’s 
state at the prescribed levels set forth in Exhibit C (NASPO ValuePoint Master Agreement 
Terms and Conditions), and as required by law. 

 
3.10.4 Reporting Requirements. To be eligible for Award, the Offeror must agree to provide specific 

summary and detailed usage reports as prescribed by Exhibit C (NASPO ValuePoint Master 
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Agreement Terms and Conditions), and in Exhibit I (NASPO ValuePoint Detailed Sales 
Reporting Template). 

 
3.10.5 Administrative Fee 

a) The Awarded Vendor(s) will remit to NASPO ValuePoint, an Administrative Fee of one-
quarter of one percent (0.25% or 0.0025) no later than sixty (60) days following the end of 
each calendar quarter. 
 

b) The NASPO ValuePoint Administrative Fee is not negotiable. 
 

c) The Awarded Vendor(s) will report on all actual Equipment sales, and on actual or 
estimated Service and Supply sales. This method will no longer require the Awarded 
Vendor to capture the actual Service and Supply revenues that are billed to the customer 
each month.  

d) Industry research has shown close to a 1:1 ratio between sales price on a piece of 
Equipment and the actual amount of Service and Supply costs required to operate that 
Equipment over its Useful Life. Therefore, to simplify the reporting process and remove 
the burden to capture the actual Service and Supply costs, the Awarded Vendor(s) may 
shall report as follows: 

i) Purchased Equipment: Awarded Vendor(s) shall report the actual amount 
invoiced (less any taxes) for all Equipment sold under the reporting period 
(calendar quarter). In addition, the Awarded Vendor(s) shall report an additional 
amount equal to the invoice amount and identified as “Estimated Service and 
Supplies,” or an actual amount and identified as “Actual Service and Supplies,” 
providing the customer elects to enter into a Maintenance Agreement. Thus, in the 
Awarded Vendor’s Detailed Sales Report, for each item sold, there will be two-line 
items: one for the actual piece of Equipment, and one for the Estimated or Actual 
Service and Supplies. The amounts reflected for the Estimated Service and 
Supplies these line items must be equal to the amount of the Equipment. 

ii) Lease and Rental Equipment: Awarded Vendor(s) shall may report sales 
according to the Purchased Equipment methodology described above, or they may 
report the actual amount invoiced (less any taxes) for the lease or rental during the 
reporting period (calendar quarter). In addition, the Awarded Vendor(s) shall report 
an additional amount equal to the invoice amount and identified as “Estimated 
Service and Supplies,” or an actual amount and identified as “Actual Service and 
Supplies.” Thus, in the Awarded Vendor’s Detailed Sales Report, for each item 
leased or rented, there will be two-line items: one for the invoice amount to the 
customer for the Equipment, and one for the Estimated or Actual Service and 
Supplies. The amounts reflected for the Estimated Service and Supplies these line 
items must be equal to the amount of the invoiced Equipment. 

e) The NASPO ValuePoint Administrative Fee must be included as part of the pricing 
submitted with the Proposal. No other estimated fees or blended fees may be included in 
the proposed pricing. 
 

f) Some Participating States may require a fee be paid directly to the Participating State on 
sales made by Purchasing Entities within that state. For all such requests, the fee level, 
payment method, and schedule for such reports and payments will be incorporated into 
the Participating Addendum. The Awarded Vendor may adjust the Master Agreement 
pricing accordingly for sales made by Purchasing Entities within the jurisdiction of the 
Participating State requesting the additional fee. 

 
3.10.6 eMarket Center. To be eligible for Award, the Offeror agrees, by submission of a Proposal, to 

cooperate with NASPO ValuePoint and SciQuest, doing business as JAGGAER (and any 
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authorized agent or successor entity to JAGGAER) to integrate its presence in the NASPO 
ValuePoint eMarket Center either through an electronic catalog (hosted or punch-out site) or 
unique ordering instructions. Refer to Exhibit C (NASPO ValuePoint Master Agreement 
Terms and Conditions) for the prescribed requirements. 

 
3.11 Offeror Exceptions to Terms and Conditions 

3.11.1 The Lead State discourages exceptions to the terms and conditions in the RFP, including the 
exhibits and attachments. Exceptions may cause a Proposal to be rejected as non-responsive 
when, in the sole judgment of the Lead State (and its sourcing team); the Proposal appears to 
be conditioned on exceptions or correction and would require a substantial Proposal rewrite to 
correct. In addition, exceptions to the mandatory requirements are not permitted. 

 
3.11.2 In the sole discretion of the Lead State, exceptions may be evaluated to determine: the extent 

to which the alternative language or approach poses unreasonable, additional risk to the Lead 
State; is judged to inhibit achieving the objectives of the RFP; or whose ambiguity makes 
Evaluation difficult and a fair resolution (available to all Offerors) impractical given the time-
frame for the RFP.   
 

3.11.3 Offerors should identify or seek to clarify any problems with contract language or any other 
document contained within this RFP through their written inquiries about the RFP using the 
process that is outlined in Subsection 3.2. 

 
3.12 Certification of Independent Price Determination  

3.12.1 By submission of its Proposal each Offeror certifies as to its own organization, that in 
connection with this procurement:  

a) The prices in the Proposal have been arrived at independently, without consultation, 
communication, or agreement, for the purpose of restricting competition, as to any matter 
relating to such prices with any other Contractor or with any competitor; and 
 

b) Unless otherwise required by law, the prices which have been quoted in the Proposal 
have not been knowingly disclosed by the Offeror and will not knowingly be disclosed by 
the Offeror prior to opening, directly or indirectly to any other Contractor or to any 
competitor; and 
 

c) No attempt has been made or will be made by the Offeror to induce any other person or 
firm to submit or not to submit a Proposal for the purpose of restricting competition.  

 
3.12.2 Each person signing the Response Sheet of the Proposal certifies that:  

a) They are the person in the Offeror’s organization responsible for the decision as to the 
prices being offered and that he/she has not participated, and will not participate, in any 
action contrary to 3.12.1(a) through 3.12.1(c); or  
 

b) They are not the person in the Offeror’s organization responsible for the decision as to 
the prices being offered but that he/she has been authorized in writing to act as agent for 
the persons responsible for such decision in certifying that such persons have not 
participated, and will not participate, in any action contrary to 3.12.1(a) through 3.12.1(c), 
and as their agent does hereby so certify; and he/she has not participated, and will not 
participate, in any action contrary to 3.12.1(a) through 3.12.1(c).  

 
3.13 Firm Offers 

Responses to this RFP, including proposed costs, will be considered firm for one-hundred and eighty 
(180) days after the Proposal due date. 
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3.14 Right to Accept All or Portion of Proposal 
Unless otherwise specified in the RFP, the Lead State may accept any item or combination of items as 
specified in the RFP or of any Proposal unless the Offeror expressly restricts an item or combination of 
items in its Proposal and conditions its response on receiving all items for which it provided a Proposal. 
In the event that the Offeror so restricts its Proposal, the Lead State may consider the Offeror’s 
restriction and evaluate whether the Award on such basis will result in the best value to the Lead State 
and NASPO ValuePoint. The Lead State may otherwise determine at their sole discretion that such 
restriction is non-responsive and renders the Offeror ineligible for further Evaluation.  
 

3.15 Order of Precedence, Incorporated Documents, Conflict and Conformity 
3.15.1 Incorporated Documents. Each of the documents listed below will be, by this reference, 

incorporated into any resulting Contract as though fully set forth herein: 
a) The RFP document and all amendments thereto; 

 
b) Awarded Vendor’s Proposal in response to the RFP; and 

 
c) Awarded Vendor’s publications, written materials and schedules, charts, diagrams, 

tables, descriptions, other written representations and any other supporting materials 
Awarded Vendor makes available to Purchasing Entity, and uses to affect the sale of the 
Product to such Purchasing Entity. 

 
3.15.2 Order of Precedence. In the event of a conflict in such terms, or between the terms and any 

applicable statute or rule, the conflict shall be resolved by giving precedence in the following 
order: 

a) A Participating State or Entity’s unique terms and conditions as presented in the 
Participating Addendum; 
 

b) The executed NASPO ValuePoint Master Agreement, including all Exhibits and 
Attachments; 
 

c) An Order issued against the Master Agreement; 
 

d) RFP-NP-18-001), including all amendments; and 
 

e) Awarded Vendor’s Proposal in response to RFP-NP-18-001, as revised (if permitted) and 
accepted by the Lead State. 

 
3.15.3 Awarded Vendor’s terms and conditions that apply to the Master Agreement are only those 

that are expressly accepted by the Lead State, and incorporated into the Master Agreement. 
 

3.15.4 Conformity. If any provision of the resulting Contract violates any federal or state statute or 
rule of law, it is considered modified to conform to that statute or rule of law. 

 
3.16 Public Opening of Proposals  

On the date and time shown in the “Public Opening of Proposals” in Subsection 1.3, the Lead State 
will conduct the public opening at the delivery location identified in Subsection 5.2, or otherwise 
amended on Colorado VSS. The Public Opening will disclose only the names of all Offerors who have 
submitted a Proposal in response to the RFP by the closing deadline.  
 

3.17 News Releases 
News releases pertaining to this RFP and associated Awards are prohibited by the Offeror, unless prior 
written approval has been provided by the Lead State. 
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3.18 Greening Requirement 
The Lead State respects the environment and desires to do business with Contractors who share this 
concern. Awarded Vendor(s) agree that reports, catalogs, correspondence, or other submittals will be 
made on recycled paper (recycled paper meaning not less than 30% of the total weight consisting of 
secondary and post-consumer waste, and not less than 10% total weight consisting of post-consumer 
waste.) Refer to Exhibit J (State of Colorado Environmentally Preferable Purchasing Policy) for 
additional information. 
 

3.19 Certification of Non-Debarment 
The Offeror certifies that neither the Offeror nor its principals are presently debarred, suspended, 
proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction 
(Master Agreement) by any governmental department or agency. If the Offeror cannot certify this 
statement, attach a written explanation for review by the Lead State.  
 
 
 

SECTION 4: Scope of Work 
 

4.1 Overview 
4.1.1 Awarded Vendor(s) guarantee(s) a continuing supply and consistent quality of Equipment, 

Accessories, software, Supplies, and Services offered.  
 

4.1.2 Awarded Vendor(s) may not provide Products that have not been approved by the Lead State, 
with the exception of NSP items, as referenced in Subsection 4.4.9. 

 
4.1.3 Awarded Vendor(s) may offer Devices in any Segment of any Group they are Awarded, as 

long as the Device meets the minimum requirements of the RFP, and the discount offered is 
the same as the discount proposed for that Segment within that Group. Refer to the 
instructions in each of the Group Price Lists (Attachment E) for additional information. 

 
4.1.4 Per Section 508 of the United States Workforce Rehabilitation Act of 1973, Awarded Vendor(s) 

must offer Devices in at least one (1) Group under the resulting Master Agreement(s) that can 
be accessible to people with disabilities. 

 
4.1.5 If additional Devices are offered, then they must be discounted according to the proposed 

discount for the appropriate Segment in which they belong, or as specified in Subsection 
4.4.4.   

 
4.1.6 Awarded Vendor(s) may add or remove Products and Services from their Price Lists once per 

month calendar quarter, provided the Products and Services fall within the scope of the RFP 
and resulting Master Agreement. In addition, the pricing offered must utilize the same pricing 
structure that was submitted with the Proposal, per Subsection 1.10. 
 

4.1.7 MPS: 
a) Vendors who are awarded MPS, may provide it as follows: 

If awarded: 
MPS may be provided on: 

Group A Group B Group C Group D Group E Group F 
Group A Yes Yes Yes Yes No No 

Group B Yes Yes Yes Yes No No 

Group C Yes Yes Yes Yes No No 

- 73 -



Page 21 of 84 
 

Group D Yes Yes Yes Yes No No 

Group E No No No No Yes No 

Group F No No No No No Yes 
 

b) Vendors who are awarded Group A, Group B, Group C, and Group D may also provide 
MPS on Group E and Group F if they have placed Equipment previously under a prior 
NASPO ValuePoint or WSCA Master Agreement within those Groups, or if the 
Purchasing Entity owns the Equipment. 
 

c) Vendors who are awarded Group E and Group F may also provide MPS on Group A, 
Group B, Group C, and Group D if they have placed Equipment previously under a prior 
NASPO ValuePoint or WSCA Master Agreement within those Groups, or if the 
Purchasing Entity owns the Equipment. 
 

d) Awarded Vendor(s) may not provide MPS maintenance or repair Services on any 
Devices that are being leased or rented to a Purchasing Entity by another Manufacturer, 
unless they have a written agreement with the Manufacturer to do so. 
 

4.1.8 Survivability: 
a) Any Order placed under the Master Agreement shall survive the expiration of the Master 

Agreement unless otherwise specified in a Participating Addendum. For example: 
• A customer enters into a 60 month lease one (1) week before the Master 

Agreement expires. That lease will remain in effect for the full 60 months, unless 
the customer terminates the lease sooner. In addition, the Maintenance Agreement 
that accompanies the 60 month lease will also remain in effect until the lease is 
terminated. 
 

b) Awarded Vendor(s) are not permitted to increase pricing on any Order that was placed 
prior to the expiration of the Master Agreement. For example: 
• A customer purchases a Device and enters into a 12 month Maintenance 

Agreement one (1) week before the Master Agreement expires. The pricing for that 
Maintenance Agreement must remain firm for the 12 month term.  

• A customer enters into a 48 month lease one (1) year before the Master Agreement 
expires. The pricing for that lease (including the Equipment, the Maintenance 
Agreement, an MPS statement of work, etc.) must remain firm for the 48 month 
term, unless the customer terminates the lease sooner.  
 

4.1.9 Awarded Vendor(s) shall maintain compliance with all requirements of the Master Agreement 
throughout the duration of the Contract.  

 
4.1.10 Awarded Vendor(s) shall notify the Lead State, Participating States, Participating Entities and 

all Purchasing Entities of any recall notices, warranty replacements, safety notices, or any 
applicable notice regarding the Products being sold. This notice must be received in writing 
(via postal mail or email) within thirty (30) calendar days of Awarded Vendor learning of such 
issues.  

 
4.1.11 Awarded Vendor(s) and their Authorized Dealers shall be required to attend a webinar training 

which will be conducted by the Lead State within six (6) months of Master Agreement 
execution. 
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4.2 Independent Contractor 

4.2.1 Awarded Vendor(s) shall perform duties arising out of this Solicitation as an Independent 
Contractor, and not as an employee. Neither the Awarded Vendor(s) nor any employee or 
Authorized Dealer of the Awarded Vendor, shall be or deemed to be an employee of the Lead 
State, NASPO ValuePoint, and/or any Participating State or Entity. 

 
4.2.2 The Awarded Vendor(s) acknowledge that the Awarded Vendor and its employees are not 

entitled to unemployment insurance benefits unless the Awarded Vendor or a Third Party 
provides such coverage, and that the Lead State, NASPO ValuePoint and any Participating 
State or Entity does not pay for or otherwise provide such coverage.  

 
4.2.3 The Awarded Vendor(s) shall have no authority to bind the Lead State, NASPO ValuePoint 

and any Participating State or Entity to any agreements, liability, or understanding except as 
may be expressly set forth in the Master Agreement, Participating Addendum or an Order. 

 
4.3 Dealers 

4.3.1 Awarded Vendor(s) can engage Authorized Dealers to provide Products and/or Services. 
 

4.3.2 In the event an Awarded Vendor elects to use Authorized Dealers in the performance of the 
specifications, the Awarded Vendor shall serve as the primary Contractor, and shall be fully 
accountable for assuring that their Authorized Dealers comply with the terms and conditions of 
the resulting Master Agreement, and any Participating Addendum, and shall be liable in the 
event Authorized Dealers fail to comply with such terms and conditions.  

 
4.3.3 Authorized Dealers shall be expected to stay current with Awarded Vendor(s) Products, 

pricing, Master Agreement, and Participating Addendum requirements. 
 

4.3.4 Authorized Dealers shall have the ability to accept Orders from a Purchasing Entity and 
invoice them directly. 

 
4.3.5 Awarded Vendor(s) shall send notice to the Lead State, utilizing Exhibit H (Authorized 

Dealer Form) and Attachment D (Authorized Dealers by State) within three (3) calendar 
days of engaging or removing a Dealer. 
 

4.3.6 The Lead State reserves the right to deny the addition of any Authorized Dealer and will 
provide notification to the Awarded Vendor with justification as to why the decision was 
reached. In addition, it will be at the discretion of each Participating State or Entity as to 
whether they will utilize the Authorized Dealers as approved by the Lead State. 
 

4.3.7 If an Authorized Dealer is performing unsatisfactorily, or is not in compliance with the Master 
Agreement, then it shall be at the discretion of the Lead State, upon recommendation from the 
Participating State, to either remove the Dealer from the Contract, or in the case of multiple 
branch locations in one state, or multiple states, remove them as a Dealer from the location in 
which they are not in compliance.  

 
4.4 Product Offerings 

4.4.1 Group Segments. Segments shall be utilized to distinguish the various speeds of the Devices 
within Groups. The speeds are denoted in Page per Minute (PPM). The Segments for each 
Group are as follows: 
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Group A – MFD, A3 
B&W only; Color and B&W 

Segment PPM 
2 20 – 30 
3 31 – 40 
4 41 – 50 
5 51 – 60 
6 61 – 70 
7 71 – 90 

 

Group B – MFD, A4 
B&W only; Color and B&W 

Segment PPM 
1 Up to 20 
2 21 – 30 
3 31 – 40 
4 41 – 50 
5 51 – 60 
6 61+ 

 

Group C – Production Equipment 
B&W only; Color and B&W 

Segment PPM 
1 65 – 79 
2 80 – 89 
3 90 – 110 
4 111 – 130 
5 131+ 

 

Group D – Single-function Printers 
B&W only; Color and B&W 

Segment PPM 
1 Up to 20 
2 21 – 40 
3 41 – 60 
4 61+ 

 

Group E – Large/Wide Format Equipment 
B&W only; Color and B&W 

Segment A1 or D Size PPM* 
Low 1 – 3 

Medium Low 4 – 8 
Medium High 9 – 19 

High 20+ 
         *Speeds denoted above are based on b&w output 
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Group F - Scanners 
Segment PPM 

1 10 – 29 
2 30 – 49 
3 50 – 69 
4 70 – 89 
5 90 – 110 
6 111 – 130 
7 131+ 

 
 

4.4.2 Device Configurations. Devices must be equipped, at a minimum, with the following 
Accessories/capabilities: 

a) Group A – MFD, A3 
i) New Power Filter; 
ii) Duplex for Segment 3 and above; 
iii) Standard paper drawer(s) equal to or greater than: 

1) One (1) paper supply for Segment 2; 
2) Two (2) paper drawers for Segments 3 and 4; and/or 
3) 2,000 sheet paper capacity for Segments 5 and above. 

iv) Paper size capacity up to 11” x 17”; and 
v) Bypass paper supply, if applicable for Segment. 

 
b) Group B – MFD, A4 

i) New Power Filter; 
ii) Bypass paper supply; 
iii) Standard paper drawer(s) equal to or great than: 

1) One (1) paper supply for Segments 1 and 2; 
2) Two (2) paper drawers for Segments 3 and 4; and/or 
3) 2,000 sheet capacity for Segments 5 and above. 

iv) Paper size capacity up to 8 1/2” x 14”; and 
v) Envelope adjustment capability. 
 

c) Group C – Production Equipment 
i) New Power Filter;  
ii) Standard paper drawer(s); 
iii) Standard paper capacity; 
iv) Duplex; and 
v) Network connectivity. 

 
d) Group D – Single-function Printers 

i) New Power Filter; 
ii) Must include an inkjet, light emitting diode (LED), or laser print engine; 
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iii) Standard paper drawer(s); 
iv) Standard paper capacity; and 
v) Network connectivity. 
 

e) Group E – Large/Wide Format Equipment 
i) New Power Filter; 
ii) Hard-Disk drive; 
iii) Network connectivity; 
iv) Touch screen control panel; and 
v) Automatic Exposure – the exposure is adjusted automatically when copying from 

originals with different background shadings; 
vi) Automatic Magnification – after detecting the correct size of each original 

document, the correct magnification (zoom) ratio is automatically calculated to fit 
the media size selected by the operator; and 

vii) Automatic Media Selection – a built-on sensor detects the size of the original and 
the proper media size is then selected. 

 
f) Group F – Scanners 

i) New Power Filter; 
ii) Charge-Coupled Device (CCD) or Contact Image Sensor (CIS); 
iii) Automatic Document Feeder (ADF); 
iv) Letter or legal paper size capacity; 
v) Color depth of at least 24 bytes; and 
vi) Single pass duplex scan. 

 
4.4.3 Device Standards. Devices must meet the following requirements: 

a) Group A and Group B Base Units are OEM only; 
 

b) Group A and Group B must be EPEAT registered to a minimum of Bronze Standard 
within one (1) year of being added to the Master Agreement Price List; 
 

c) Group D must be Energy Star compliant or EPEAT registered to a minimum of Bronze 
Standard within one (1) year of being added to the Master Agreement Price List;  
 

d) If Awarded Vendor(s) Devices fail to meet the EPEAT Bronze Standard, or be Energy 
Star compliant (applicable to Group D Devices only) within one (1) year, then they will be 
removed from the Price List; 
 

e) Must be Newly Manufactured, current, Remanufactured, or Refurbished, except as 
specified in a Participating Addendum; 
 

f) Devices, when installed, and if available, must be set-up to receive automatic software 
updates and patches; 
 

g) Specifications must be published on the Awarded Vendor(s) website; 
 

h) MSRP must not exceed what is listed with Buyers Laboratory Inc, or List Price must not 
exceed what is published on the Manufacturer’s website; 
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i) Must maintain a PPM speed, according to Segment classification; and 

 
j) Must be compatible with using recycled paper, up to and including, 100% Post-Consumer 

Waste (PCW) paper. Awarded Vendor(s) 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).  

 
4.4.4 Device Exceptions 

a) Group C, Group D, Group E, and Group F will not be restricted to OEM, and do not have 
to be Private Labeled; 
 

b) Group C, Group E, and Group F are not required to be EPEAT registered or Energy Star 
compliant; 
 

c) 3D Printers may be offered by Vendor(s) who are Awarded any Group, and must be 
priced based on the minimum discount offered in any Segment of any Awarded Group; 
 

d) Digital Duplicators may be offered by Vendor(s) who are Awarded Group A, and must be 
priced based on the minimum discount offered in the Segment to which they most closely 
relate;  
 

e) Inkjet and Digital Presses may be offered by Vendor(s) who are Awarded Group C and 
must be priced based on the minimum discount offered in the Segment to which they 
belong; 
 

f) Roll-Fed Wide Format Printers may be offered by Vendor(s) who are Awarded Group E, 
and must be priced based on the minimum discount offered in any Segment of Group E. 
 

g) Vendor(s) who are Awarded Group E may offer Large/Wide Format Equipment that 
accommodates all paper sizes. Pricing shall be based on the discount offered for the 
Segment in which the Device belongs. 

 
4.4.5 Accessories 

a) Awarded Vendor(s) shall provide OEM and/or Third Party compatible Accessories that 
compliment or enhance the features of the Device. 
 

b) Awarded Vendor(s) may also maintain a separate price list for Accessories for Base Units 
that have been discontinued. The pricing must be based on the same discount offered, 
per the ‘Discount from MSRP’ tab, on the applicable Group Price List. 

 
c) Purchasing Entities may add Accessories to Devices that have been purchased, leased 

or rented under prior NASPO ValuePoint and/or WSCA Master Agreements, as well as 
via any other means. 
 

4.4.6 Software 
a) May be provided by Awarded Vendor(s) to enhance the capabilities of the Devices, or 

may be provided as a standalone option on any owned, leased or rented Device. 
 

b) Awarded Vendor(s) may provide OEM and/or Third Party software. 
 

c) All software drivers shall be, at a minimum, Windows 7 compliant, and all Devices must 
have universal software drivers. 
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d) Purchasing Entities that acquire software shall be subject to the license agreements 
distributed with such software, unless otherwise stated in a Participating Addendum. 

 
4.4.7 Consumable Supplies 

a) Awarded Vendor(s) may offer OEM or compatible Ink only and Roll paper for Group E 
Devices. The Ink and/or paper may be purchased as standalone items, and will not be 
included as part of a Maintenance Agreement, nor will it be wrapped into the Total 
Monthly Payment on a lease or rental agreement. 
 

b) Awarded Vendor(s) may offer OEM or compatible consumable Supplies for Groups A, B, 
C, D and F. These Supplies may be purchased as standalone items or included as part of 
a Maintenance Agreement. Under no circumstances may the Supplies, regardless of 
quantity, be financed, unless they are start-up Supplies. The Supplies that may be 
offered are: 

i) Toner; 
ii) Staples; 
iii) Ink; 
iv) Print Cartridges; 
v) Imaging Drums; 
vi) Fuser Kits; 
vii) Cleaning Kits; 
viii) Transfer Kits; 
ix) Waste Toner Bottles; 
x) Fuser Oil; 
xi) Ozone Filters; 
xii) Ribbon; 
xiii) Developer; 
xiv) Rollers and Pads; and 
xv) Maintenance Kits. 

 
c) Toner must be free of carcinogenic, mutagenic, or teratogenic substances. 

 
d) Awarded Vendor(s) shall provide the Purchasing Entity with a method to return the empty 

toner cartridges at no additional charge. 
 

4.4.8 Remanufactured/Refurbished Equipment 
a) Awarded Vendor(s) may offer Remanufactured and/or Refurbished Equipment under any 

Group they are Awarded. 
 

b) Remanufactured and Refurbished Equipment is not required to be EPEAT registered or 
Energy Star compliant.  
 

c) Equipment can be acquired via a purchase, lease or rental agreement. 
 

d) Awarded Vendor must notify the Purchasing Entity in writing, when Remanufactured or 
Refurbished Equipment is being offered. 
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e) All Remanufactured or Refurbished Equipment must be clearly labeled as such, and must 
be certified by the Manufacturer. 
 

f) Remanufactured Equipment must be priced according to the minimum discount offered 
for similar Equipment in the same Group and Segment of the resulting Master 
Agreement(s). 
 

g) Refurbished Equipment shall be offered at a minimum discount of 10% less than the 
lowest priced Device of the Group and Segment to which the Refurbished Equipment 
belongs. 
 

h) Service and Supplies for Remanufactured and Refurbished Equipment will receive the 
same pricing as the published price for the Group and Segment to which it belongs. 

 
4.4.9 Open Market Items 

a) Awarded Vendor(s) may offer Not Specifically Priced (NSP) items that compliment or 
enhance the Products and/or Services offered under the resulting Master Agreement(s). 
NSP items will not include: 

i) Interactive White boards; 
ii) Computers, monitors, or other related items; 
iii) Fax machines units; 
iv) Overhead Projectors; and 
v) Cameras. 

 
b) NSP items may only be acquired through the Awarded Vendor(s) or their Authorized 

Dealer(s) and must be reported quarterly with all other sales under the resulting Master 
Agreement(s). 
 

c) NSP items must be priced at a minimum discount of 15% from MSRP or List Price. 
 

d) NSP items shall not be offered to a Purchasing Entity as a stand-alone option, and the 
maximum allowable amount of all NSP items in a single Order shall be $5,000, or as 
otherwise determined by the Participating State or Entity. 
 

e) It shall be at the discretion of the Participating State or Entity to allow Open Market Items 
in their Participating Addendum. 

 
4.4.10 Emerging Technologies 

a) Upon approval from the Lead State, Awarded Vendor may add new, related technology 
to the resulting Master Agreement. 
 

b) Technology does not have to be restricted to OEM, nor does it have to be Private 
Labeled. 
 

c) Any new technology that an Awarded Vendor requests to add to their Price List must 
contain a full description of the Product, along with MSRP and pricing information, as well 
as an explanation/justification as to how the Product conforms to the requirements of the 
RFP and resulting Master Agreement. 
 

d) Any new technology must be priced according to the minimum discount offered for any 
Product under the resulting Master Agreement(s). Please note: No discount or a 0% 
discount does not qualify as a “minimum” discount. 

- 81 -



Page 29 of 84 
 

 
4.5 Service Offerings 

4.5.1 Managed Print Services 
a) The main components of an MPS engagement are needs assessment, selective or 

general replacement of Devices, and the Service, parts and Supplies needed to operate 
the new and/or existing Devices, including existing Third Party Equipment as owned by 
the Purchasing Entity. The Awarded Vendor(s) track how the Equipment fleet is being 
used, the problems associated with that use, and customer satisfaction in regards to 
meeting statement of work objectives. 
 

b) In addition to the ongoing monitoring and management of a fleet of Devices, Awarded 
Vendor(s) must also offer project implementation Services, and customer help-desk 
support and training. 
 

c) Awarded Vendor(s) may also offer hourly Services for consulting purposes, project 
management, change management plans, and other staffed Services which meet 
customer needs such as to operate copy centers or complete back file scanning projects. 
 

d) MPS may also include enterprise content management Services and workflow 
optimization components, such as scanning and document capture solutions, developing 
custom applications for smart MFDs that automate paper-intensive document workflows 
and route scanned pages to document management systems. It can also be extended to 
include the restructuring of document workflows. Some MPS engagements may be 
designed to improve document security or to reduce print volumes and power 
consumption for environmental reasons.  
 

e) All MPS engagements shall require the Awarded Vendor and Purchasing Entity to 
complete a detailed statement of work, similar to the format referenced in Exhibit F (MPS 
Statement of Work), and it must be approved by both parties prior to the initiation of any 
engagement. 
 

f) Any MPS engagement shall include the following: 
i) Free Initial Assessment (includes, but is not limited to: document workflow; 

identification of Service, Supplies, and parts; current output; total cost of 
ownership; employee to Device ratio; preliminary estimated cost savings);  

ii) Implementation (e.g. plan development; hardware and software installation and 
set-up); 

iii) Remote Device Monitoring (e.g. job accounting; automated meter reads; 
automated toner replenishment);  

iv) End-user Support (e.g. training; Help Desk); and 
v) Account management (e.g. reporting; invoicing; customer business reviews). 
 

g) The MPS engagement may include, but is not limited to, the following: 
i) Professional Services (e.g. consulting; project management; record 

management; network and data security; document workflow consulting; 
document scanning; back-file conversion; mail-room Services);  

ii) Cost-based Assessment (e.g. asset mapping; end-user survey; detailed 
recommendation; analysis and plan design); 

iii) Change Management; 
iv) Maintenance (e.g. Preventative Maintenance; Service and repair; on-site 

break/fix; parts management; warranty management); 
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v) Ongoing Fleet Management and Optimization (e.g. consumable spend; 
continual assessments; green initiatives; add/move/change Services; disaster 
recovery). 

vi) Software and Cloud Solutions (e.g. mobile print, pull-print, enterprise content 
management; automated workflow; capture and route; security); and 

vii) Cartridge Recycling. 
 

h) The free initial assessment shall not constitute a commitment on behalf of the Purchasing 
Entity. Upon request from a Purchasing Entity, Awarded Vendor(s) must provide the 
assessment with the understanding that the Purchasing Entity is under no obligation to 
enter into an MPS engagement.  
 

i) MPS pricing and billing options shall be flexible and the Purchasing Entity will drive the 
complexity of the solution required with a staged approach to implementation.  
 

4.5.2 Maintenance Agreements 
a) Pricing  

i) Pricing must include a zero base, cost per click rate for b&w and/or color for 
Groups A, B, C and D. 

ii) Pricing for a monthly base charge, a set copy allowance and an overage rate for 
b&w and/or color may also be provided. 

iii) Pricing must be provided that includes all parts, labor, Preventative Maintenance, 
Service Calls, and Supplies for Groups A, B, C and D. 

iv) Pricing for ALL Groups must also be provided that includes all parts, labor, 
Preventative Maintenance (if applicable), and Service Calls, but excludes 
Supplies. 

v) Paper and ink for Group E Devices shall not be included as part of the Service 
and Supply pricing. 

vi) Awarded Vendor(s) may increase their Service and Supply pricing to include 
staples (if applicable to the Device). 

vii) Awarded Vendor(s) may charge flat rate fees for Services performed on any 
Accessories. 

viii) Service Calls due to misuse, neglect or abuse shall not be covered by the 
Maintenance Agreement, and Awarded Vendor(s) and Authorized Dealers may 
bill the Purchasing Entity at an hourly rate for Services rendered. 

ix) 11”x17” impressions: 
1) Shall be counted as two (2) clicks on Group A Devices; and 
2) May be counted as two (2) clicks on Group C Devices.; and 
3) Must be billed as a separate line item on an invoice. 

x) Awarded Vendor(s) may offer a one (1) click rate that encompasses all paper 
sizes for Group C Devices. 

xi) A two-sided document shall be counted as two (2) clicks. 
xii) Awarded Vendor(s) must not charge for scans on any MFD. 
xiii) Initial Term: 

1) Pricing shall remain firm for the initial term of the Maintenance Agreement. 
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2) For lease and rental Equipment, the Maintenance Agreement term is equal 
to the term of the lease or rental (i.e. 24, 36, 48 months etc.). 

3) For purchased Equipment, the initial term is whatever period of time the 
Purchasing Entity elects, as long as it does not exceed 60 months on 
Group A, Group B, Group D, Group E, and Group F Devices, and 84 
months on Group C Devices.  

xiv) Renewal Term: 
1) If a Purchasing Entity wishes to renew a Maintenance Agreement for 

Equipment that was acquired under the new Master Agreement (RFP-NP-
18-001), then the Awarded Vendor may negotiate new pricing. This pricing 
shall not exceed the new Master Agreement pricing. 

2) If a Purchasing Entity wishes to renew a Maintenance Agreement for 
Equipment that was acquired under Master Agreement (3091), then 
Subsection 4.5.2 (f) shall apply.  
 

b) Blended Rates  
i) Awarded Vendor(s) must have the ability to blend the Service and Supply costs 

over a large Equipment fleet, and the Blended Rate must cover all units in the 
fleet.  

ii) The Blended Rate must be divided between b&w and color. 
iii) Awarded Vendor(s) shall provide the Purchasing Entity with the Blended Rate 

calculation prior to Order placement. 
iv) Utilizing a Blended Rate shall be at the discretion of the Participating State or 

Entity. 
  

c) Manual Meter Reads 
i) Awarded Vendor(s) must have an electronic method for collecting meter reads 

from a Purchasing Entity. 
ii) Meter reads may be submitted via the Awarded Vendor(s) online portal, or 

through e-mail, or facsimile. 
iii) A Participating State or Entity may also elect, at their discretion, to submit meter 

reads through the Device. 
 

d) Customer Owned Equipment 
i) Purchasing Entity’s may elect to enter into a Maintenance Agreement for 

Equipment they already own, or Equipment they acquire through an up-front 
purchase. 

ii) The Maintenance Agreement may be priced on a flat rate fee, which shall include 
parts, labor, Preventative Maintenance (if applicable) and Service calls. Supplies 
may or may not be included.  

iii) The Maintenance Agreement shall not be subject to automatic renewals.  
 

e) Lease or Rental Equipment  
i) Awarded Vendor(s) shall be required to provide a Maintenance Agreement on all 

Equipment that is leased or rented by a Purchasing Entity. 
ii) The Maintenance Agreement shall be priced based on a cost per click rate, or a 

monthly base charge.  
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iii) The term of the Maintenance Agreement shall be equal to the term of the lease 
or rental agreement. 

 
f) Legacy Equipment  

i) Upon request from the Purchasing Entity, Awarded Vendor(s) may provide 
Maintenance Agreements on any Equipment that is owned or was leased or 
rented through Master Agreement (3091), or via any other means, providing the 
following conditions are met: 

1) The Device has not reached the end of its Useful Life; 
2) The maximum term of the Maintenance Agreement does not exceed the 

Useful Life of the Device, unless otherwise specified in a Participating 
Addendum; and 

3) The Maintenance Agreement adheres to the same requirements as 
outlined in 4.5.2(d) and 4.5.2(e).  

 
ii) Devices that were previously serviced by another Dealer or Manufacturer must 

be inspected and repaired, if necessary. Upon mutual agreement, Awarded 
Vendor may charge Purchasing Entity for any parts and/or labor required to bring 
the Device up to acceptable maintenance levels. 

iii) If the Device has been at the Purchasing Entity’s location for less than five (5) 
years, then Maintenance Agreement pricing shall not exceed the new Master 
Agreement pricing, until the Purchasing Entity reaches the five (5) year mark. 
Refer to 4.5.2(f)(iv) below for additional information. 

iv) If the Device has been at the Purchasing Entity’s location for more than five (5) 
years, then Maintenance Agreement pricing shall not exceed 107% of the 
Service and Supply pricing in the new Master Agreement for years 5 through 7, 
and 110% for years 8 and beyond. The Service and Supply pricing that will be 
used for this calculation will be based on the following: 

1) The Group and Segment to which the Device is categorized; and 
2) The Service and Supply pricing for that Group and Segment, as listed 

under Newly Manufactured Equipment in the new Master Agreement. For 
example: 

§ A customer entered into a 60 month lease for a Group A, Segment 4 
Device under Master Agreement (3091), and that lease expires in 
March 2021. Since by March 2021, the new Master Agreement will 
be in effect, renewal pricing will be subject to the new Master 
Agreement pricing. Therefore, if the customer now wants to enter 
into a 12 month Renewal Term, then the Service and Supply pricing 
will be based upon the pricing for Group A, Segment 4 for Newly 
Manufactured Equipment, and the Awarded Vendor will have the 
option to increase that pricing by 7%. 

§ Using the same example as above, if the customer instead wants to 
enter into a 36 month Renewal Term, then the Service and Supply 
pricing may be increased by 7% for years 6 and 7, and then by 10% 
for year eight (8). 

 
4.5.3 Service Requirements 

a) Technicians. All technicians must be factory trained by the OEM and certified to Service 
the Devices. 
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b) Standard Service Levels. Participating States and/or Entities shall negotiate their own 
Service Level Agreement (SLA) with the Awarded Vendor(s). The SLA, must, at a 
minimum, adhere to the following requirements: 

i) End-User Training  
1) An initial, no charge, on-site, one-hour training session for each Device, 

must be offered by Awarded Vendor(s) for all non-desktop Products in 
placed at each Purchasing Entity’s location. For drop-shipped or desktop 
Products, Awarded Vendors must offer an initial, one-hour, no charge, 
web-based, or on-line training session. 

2) If Purchasing Entity elects to exercise the training option, then Awarded 
Vendor shall provide the training within ten (10) Business Days of 
Purchasing Entity’s request. 

3) Awarded Vendor(s) may offer additional on-site, one-hour training sessions 
for a flat rate fee. Additional charges for travel and per diem, if applicable, 
must be disclosed to the Purchasing Entity prior to Order placement. 

4) Awarded Vendor(s) must provide on-site or off-site operational training to 
designated Purchasing Entity personnel, until the personnel are able to 
operate the Equipment independently. Pricing for operational training shall 
be based on a flat rate fee. Additional charges for travel and per diem, if 
applicable, must be disclosed to the Purchasing Entity prior to Order 
placement. 

5) Awarded Vendor(s) shall provide Product literature, user-manuals, and 
access to on-line resources, if available, at no charge to the Purchasing 
Entity. 

6) Awarded Vendor shall provide a toll-free end-user technical support 
number that Purchasing Entities can utilize for everyday minor 
troubleshooting. A Purchasing Entity must be able to obtain assistance 
during Normal Business Hours. 

7) Awarded Vendor(s) shall provide phone/technical support within two (2) 
hours of Purchasing Entity’s request for assistance. 

 
ii) Preventative Maintenance. Awarded Vendor(s) must perform all Preventative 

Maintenance Services at the Manufacturer’s suggested intervals, or as specified 
in an Order. Preventative Maintenance shall not be a requirement on desktop 
Devices. 

 
iii) Equipment Performance  

1) Equipment Downtime shall be computed from the time the Awarded 
Vendor is notified of Equipment failure until the time in which the 
Equipment is fully operational. 

2) Equipment Downtime due to lack of consumable Supplies is not 
acceptable. 

3) Awarded Vendor(s) shall guarantee that the fleet of all Devices for each 
Purchasing Entity will be operational at least 96% of the time, during 
Normal Business Hours for Group A, Group B, Group C, and Group D. 

4) If any fleet of Devices fails to perform at the operation level specified in 
4.5.3 (b)(iii)(3), then Subsection 4.14.11 shall apply. 

5) Awarded Vendor(s) must provide daily communication to the Purchasing 
Entity regarding inoperable Equipment, including updates regarding 
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resolution timeframe, and any parts, Accessories, or Devices on back-
order. 

 
iv) Loaner Equipment. If any Device is inoperable for two (2) Business Days, due 

to Equipment malfunction, as reasonably determined by Awarded Vendor, then 
Awarded Vendor shall provide the Purchasing Entity with: 

1) A new Device;  
2) A loaner Device of similar speed and capabilities until such time as the 

inoperable Device(s) are now operable; or 
3) At the discretion of the Participating State or Entity, provide the Purchasing 

Entity with off-site manned production capabilities, at the sole cost to the 
Awarded Vendor, to accomplish the work of the Device that is inoperable. 

 
v) Repair Parts 

1) Awarded Vendor(s) shall guarantee the availability of repair parts for a 
minimum of five (5) years after the Purchasing Entity’s Acceptance of any 
Device. 

2) All Device components, spare parts, application software, and ancillary 
Equipment that is supplied under any resulting Master Agreement, must 
conform to Manufacturer specifications. 

3) Awarded Vendor(s) shall be responsible for ensuring that any repair parts 
are operable and installed in accordance with Manufacturer specifications. 

4) Repair parts may be new, reconditioned, reprocessed or recovered. 
 
 

vi) Service Zones 
1) Unless otherwise specified in a Participating Addendum, Awarded 

Vendor(s) shall adhere to the following Service Call Response Times 
based on the distance that their Service Base Location is from the 
Purchasing Entity: 

Service Zone Definition Response Time 
Urban Within 60 miles 4 - 6 Hours 
Rural 60 – 120 miles 1 - 2 Business Days 

Remote 
120+ miles, or 

only accessible by 
plane or by boat 

4 - 5 Business Days 

 
2) Repair or replacement of parts and/or Devices shall occur within four (4) 

two (2) Business Days of Awarded Vendor arriving at Purchasing Entity’s 
location, with the following exception: 

§ If Awarded Vendor is drop-shipping a new Device to replace a 
defective Device, then Purchasing Entity must receive the new 
Device within three (3) Business Days. 

3) Awarded Vendor(s) may charge different rates according to each Service 
Zone. 

 
vii) Service Logs 

1) Awarded Vendors shall maintain a Service log which describes the 
maintenance and repair Services provided for each Device.  
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2) A no-cost copy of Service logs/reports must be provided to the Purchasing 
Entity or Participating State or Entity, within five (5) Business Days of the 
request. 

 
viii) Equipment Relocation 

1) Equipment relocation Services include dismantling, packing, transporting, 
and re-installing Equipment.  

2) Awarded Vendor(s) may charge for this Service based on the following 
table: 

Service 
Zone 

Distance from original placement 
of Device Charge 

1 Within the same building No Charge Allowed* 

2 Up to 50 miles from building in 
which Device was originally placed 

Flat Rate Fee, plus 
Per Mile or Hourly 

Fee 

3 More than 50 miles from building in 
which Device was originally placed 

Flat Rate Fee, plus 
Per Mile or Hourly 

Fee 
*Awarded Vendor(s) may charge Purchasing Entities a mutually agreed upon price for special 
rigging in the event a Purchasing Entity’s demographics require such rigging for Zone 1 
relocation’s. The price shall be agreed upon in writing by Awarded Vendor and Purchasing 
Entity prior to any Equipment relocation in Zone 1. 
 

3) Awarded Vendor(s) may not charge for any fees incurred due to fuel or 
tolls. 

4) Moves must be performed within thirty (30) calendar days of the 
Purchasing Entity request. Request may be verbal or written, but Awarded 
Vendor(s) must confirm the request in writing and provide a date that the 
move will occur. Written confirmation must be sent to the Purchasing Entity 
within three (3) Business Days of request. In the event that there will be a 
delay in these Services, Awarded Vendor(s) shall communicate with 
Purchasing Entity and agree on a mutually beneficial time-frame. 

 
c) Meter Read Invoicing 

i) In order for Awarded Vendor(s) to generate accurate invoices, Purchasing 
Entities shall provide meter reads within the Awarded Vendor(s) requested time-
frame.  

ii) Invoices that are generated without receiving the proper meter read information 
from the Purchasing Entity will not be considered inaccurate. 

iii) The Purchasing Entity shall provide written notice of any such alleged invoicing 
issue and the Awarded Vendor will be allowed a thirty (30) day cure period to 
address any such issue. During the thirty (30) day cure period, the Purchasing 
Entity will not be assessed any late fees for failure to submit payment by the 
invoice due date. 

iv) Failure on the Awarded Vendor(s) part to maintain accurate invoicing shall result 
in a $25.00 per instance credit on the following month’s invoice. 
 

d) Service Level Calculations 
i) At the discretion of the Participating State or Entity, Awarded Vendor(s) shall 

produce reports that can be measured against the required SLA components. 
Refer to Subsection 4.5.3 (e) for reporting requirements. 
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ii) The Participating State or Entity shall determine how the reports will be utilized 

and whether liquidated damages will be assessed for failure to meet the SLA 
requirements. Any liquidated damages or penalty structure shall be defined in the 
Participating State or Entity’s Participating Addendum. 
 

e) Reporting. Awarded Vendor(s) shall provide periodic reporting to all Purchasing Entities 
upon request. The reports shall be provided on a quarterly basis, or at the discretion of 
the Participating State or Entity. 

i) The report shall include the following: 
1) Up-time percentage (%) per fleet of Devices; 
2) Number of Service Calls placed; 
3) Response Time per Device; 
4) Dates that Preventative Maintenance was performed, if applicable; 
5) Hours of end-user training performed; and 
6) Estimated end of Useful Life per Device, based on current usage. 

 
ii) The report may include, but not be limited to, the following: 

1) Location of Devices; 
2) Click usage per Device; and 
3) EPEAT certification level of each Device. 

 
4.5.4 Software Subscriptions 

a) Software pricing shall be inclusive of available software patches and any updates. 
b) Purchasing Entities shall have the option to finance software subscriptions by utilizing the 

proposed lease and rental rates. 
c) Any new releases of software versions (upgrades) shall be chargeable to the Purchasing 

Entity; however, Awarded Vendor(s) may not charge for the installation of the software 
upgrade. 

d) License fees and support fees shall remain firm throughout the term of the agreement. 
e) Software subscriptions shall not be subject to automatic renewals. 
f) Awarded Vendor(s) shall be responsible for communicating all updates, patches, and 

new releases/versions to Purchasing Entities. 
g) Awarded Vendor(s) shall provide a web-based or toll-free hotline during Normal Business 

Hours for Purchasing Entities to report software problems or answer software related 
questions. 
 

4.6 Purchase, Lease, and Rental Programs 
4.6.1 Awarded Vendor(s) may offer the following acquisition methods: 

Financial Vehicle Standard Terms Offered 
Purchase N/A 
Fair Market Value Lease 

24, 36, 48 and 60 months Capital Lease 
Straight Lease 
Cancellable Rental 
Short-Term Rental 12 and 18 months 
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4.6.2 All Products on Awarded Vendor’s Price List may be purchased, leased or rented, either as a 
packaged-deal, or stand-alone item. 
 

4.6.3 Awarded Vendor(s) may also offer 72 and 84 month lease and rental rates for Group C 
Devices only. 

 
4.6.4 Equipment Trade-In  

a) A Purchasing Entity shall have the option, at the Awarded Vendors sole discretion, and 
based upon Participating State or Entity regulations and laws, and Purchasing Entity 
policies, to do an Equipment Trade-In, when placing a purchase, lease or rental Order.  

 
b) The value for the Equipment Trade-In shall be negotiated by the Purchasing Entity and 

the Awarded Vendor, and shall not include any disposal or shipping fees. 
 

4.6.5 Lease and Rental Rates 
a) Awarded Vendor(s) may elect to include property tax in their lLease and rental rates, or 

they may bill the Purchasing Entity separately for must not include property tax.  
 

b) Once a Purchasing Entity enters into a lease or rental agreement, the rate must remain 
fixed throughout the Initial Lease or Rental Term.  
 

c) Equipment Payments for Renewal Terms must never exceed Master Agreement pricing. 
 

d) If a Purchasing Entity enters into a Renewal Term, then the Equipment Payment will be 
subject to the lease and rental rates listed in the most recent Price List(s) posted on the 
NASPO ValuePoint website. 
 

e) Awarded Vendor(s) may update lease and rental rates on a quarterly basis to allow for 
changes in the financial market. The rates must be indexed against the US Daily 
Treasury Yield Curve Rates, and must be the rate in effect at the end of each calendar 
quarter. Refer to https://www.treasury.gov/resource-center/data-chart-center/interest-
rates/Pages/TextView.aspx?data=yield for additional information. 
 

f) Lease and rental rates must be proposed as a decimal multiplying factor in such a 
manner that the purchase price of the Device may be multiplied by the lease or rental 
rate to arrive at the resulting monthly Equipment Payment. Proposed rates must include 
the following information: 

i) The Daily Treasury Yield Curve Rate; 
ii) The date used for the Daily Treasury Yield Curve Rate; 
iii) The fixed margin for each lease and rental type being proposed, and how that 

margin is determined; and 
iv) The methodology for determining the 48 month base rate since there is not a 

published Daily Treasury Yield Curve Rate for 4 years. 
 

g) Awarded Vendor(s) shall update the lease and rental rates according to the same 
schedule and process as outlined in Subsection 1.10. 
 

h) Offeror’s are not required to submit rental rates for Short-term and Cancellable Rentals, 
but doing so is encouraged, as it would provide greater options for Participating States or 
Entities with varying needs. 
 

i) Awarded Vendor’s must offer Coterminous lease and rental rates to any Purchasing 
Entity wishing to add Products to an existing lease or rental agreement. The calculation 
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for the Coterminous lease and rental rates must adhere to the following methodology: For 
example: 

• A customer enters into a 36 month FMV Lease, and 12 months into that lease, 
they decide to add an Accessory to the Base Unit. The Awarded Vendor(s) 
should divide the 36 month cumulative Equipment Payment by 24 months to 
arrive at the monthly Coterminous payment for that Accessory. That payment will 
then be added to the existing Equipment Payment. The new Total Monthly 
Payment must then be disclosed to the Purchasing Entity. 

 
4.6.6 Leasing and Rental Overview 

a) All lease and rental programs shall remain with the Awarded Vendor(s) or Authorized 
Dealers through an in-house leasing program, or through the financial branch or 
subsidiary of an Awarded Vendor(s). In addition, Awarded Vendor(s) and their Authorized 
Dealers may use Third Party leasing companies, but all billing must be invoiced in the 
name of the Awarded Vendor or Authorized Dealer, and all contractual obligations will still 
be the responsibility of the Awarded Vendor.  
 

b) A Purchasing Entity may lease or rent Equipment pursuant to the terms and conditions 
identified herein.  

 
c) A Purchasing Entity that leases or rents Equipment may issue an Order, pursuant to the 

terms and conditions that are incorporated into this RFP and subsequent Master 
Agreement(s), and according to the requirements listed in their states’ Participating 
Addendum, including, but not limited to, the issuance of Awarded Vendors Supplemental 
Documents, which shall be attached to the resulting Master Agreement(s) as an 
exhibit(s). 
 

d) Lease and rental agreements shall not be subject to automatic renewals. 
 

e) In the event that the term of a lease or rental agreement extends beyond the term of the 
Participating Addendum, the terms and conditions of the Master Agreement and 
Participating Addendum shall continue to apply. 

 
f) A lease or rental agreement issued prior to the termination of the Master Agreement and  

Participating Addendum, shall survive the termination of the Master Agreement and the 
Participating Addendum. 

 
g) With the exception of a Capital Lease arrangement, or unless exercising the purchase 

option on an FMV Lease, a Purchasing Entity shall return the Equipment at the end of the 
Initial Lease or Rental Term, or at the end of the Renewal Lease or Rental Term, or the 
Awarded Vendor may pick the Equipment up, without any further financial obligations to 
the Purchasing Entity. 
 

h) Equipment pickups must be performed within thirty (30) calendar days of the end of the 
Initial or Renewal Term. 
 

i) Equipment returns must be performed within thirty (30) calendar days after the Awarded 
Vendor or Authorized Dealer provides return shipping instructions to the Purchasing 
Entity. 
 

j) Awarded Vendors and/or Authorized Dealers shall be responsible for all Product pickup 
and return costs. Purchasing Entities shall not be charged for Equipment pickups or 
returns. 
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k) The maximum term on any Initial Lease or Rental Term shall be 60 months, with the 
exception of Group C Devices, which, at the discretion of the Participating State or Entity, 
and upon availability of the Awarded Vendor(s), shall have a maximum term of 84 
months. 

 
l) The length of a Renewal Term shall be at the discretion of the Participating State or 

Entity, but at no time shall the Renewal Term exceed the Useful Life of the Equipment. 
 

m) All Renewal Terms shall be billed on a monthly basis. 
 

4.6.7 Leasing and Rental Options 
a) FMV Lease 

i) A Purchasing Entity shall have the option to enter into an Initial Lease Term of 
24, 36, 48, or 60 months for Group A, Group B and Group C,  based upon the 
Awarded Vendor’s available options, and at the discretion of the Participating 
State or Entity. In addition, a Participating State or Entity may elect to include 72 
and 84 month terms for Group C only, if provided by the Awarded Vendor(s). 
 

ii) Upon the expiration of the Initial Lease Term, a Purchasing Entity may do one of 
the following: 

1) Exercise their purchase option; 
2) Renew the lease on a month to month basis, or a 12 month basis, at the 

discretion of the Participating State or Entity; or 
3) Return the Equipment to the Awarded Vendor, or have the Awarded 

Vendor pick the Equipment up. 
 

b) Capital Lease 
i) A Purchasing Entity shall have the option to enter into an Initial Lease Term of 

24, 36, 48, or 60 months, based upon the Awarded Vendor’s available options, 
and at the discretion of the Participating State or Entity. In addition, a 
Participating State or Entity may elect to include 72 and 84 month terms for 
Group C only, if provided by the Awarded Vendor(s). 
 

ii) Upon the expiration of the Initial Lease Term, the Awarded Vendor shall provide 
title to the Equipment to the Purchasing Entity, or as otherwise determined in a 
Participating Addendum, and the Purchasing Entity shall not be subject to any 
additional expense in order to assume possession of the Equipment. 

 
c) Straight Lease 

i) A Purchasing Entity may have the option to enter into an Initial Lease Term of 24, 
36, 48, or 60 months, based upon the Awarded Vendor’s available options, and 
at the discretion of the Participating State or Entity. In addition, a Participating 
State or Entity may elect to include 72 and 84 month terms for Group C only, if 
provided by the Awarded Vendor(s). 
 

ii) Upon the expiration of the Initial Lease Term, a Purchasing Entity may do one of 
the following: 

1) Renew the lease on a month to month basis, or a 12 month basis, at the 
discretion of the Participating State or Entity; or 

2) Return the Equipment to the Awarded Vendor, or have the Awarded 
Vendor pick the Equipment up. 
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d) Cancellable Rental 
i) A Purchasing Entity may have the option to enter into an Initial Rental Term of 

24, 36, 48 or 60 months, based upon the Awarded Vendor’s available options, 
and at the discretion of the Participating State or Entity. In addition, a 
Participating State or Entity may elect to include 72 and 84 month terms for 
Group C only, if provided by the Awarded Vendor(s). 
 

ii) A Purchasing Entity shall have the option to cancel the rental at anytime 
throughout the term of the agreement, by providing the Awarded Vendor with a 
thirty (30) day prior written notice. 
 

iii) Upon the expiration of the Initial Lease Term, a Purchasing Entity may do one of 
the following: 

1) Renew the lease on a month to month basis, or a 12 month basis, at the 
discretion of the Participating State or Entity; or 

2) Return the Equipment to the Awarded Vendor, or have the Awarded 
Vendor pick the Equipment up. 

 
e) Short-Term Rental 

i) A Purchasing Entity may have the option to enter into an Initial Rental Term of 12 
or 18 months, based upon the Awarded Vendor’s available options, and at the 
discretion of the Participating State or Entity.  
 

ii) Upon the expiration of the Initial Rental Term, a Purchasing Entity may do one of 
the following: 

1) Renew the lease on a month to month basis, or a 12 month basis, at the 
discretion of the Participating State or Entity; or 

2) Return the Equipment to the Awarded Vendor, or have the Awarded 
Vendor pick the Equipment up. 

 
4.6.8 Leasing and Rental Terms and Conditions 

a) Possession and Return of Lease and Rental Equipment 
i) The Purchasing Entity is responsible for risk of loss to the Products while the 

Products are in Purchasing Entity’s possession. Purchasing Entity shall be 
relieved of all risks of loss or damage to the Products during periods of 
transportation and de-installation. 
 

ii) Awarded Vendor or Authorized Dealer must notify a Purchasing Entity, in writing, 
of their End of Term (EOT) options at least sixty (60) to ninety (90) days prior to the 
end of any Initial Lease or Rental Term. Such notification may include, but not be 
limited to, the following: 

1) Any acquisition or return options, based on the type of lease or rental 
agreement;  

2) Any renewal options, if applicable; and/or 
3) Hard drive removal and surrender cost, if applicable.  

 
iii) If a Purchasing Entity desires to exercise a purchase, renewal, or return of the 

Equipment, it shall give Awarded Vendor at least thirty (30) days written notice 
prior to the expiration of such lease or rental term. Notwithstanding anything to the 
contrary, if Purchasing Entity fails to notify Awarded Vendor of its intent with 
respect to the exercise of a purchase, renewal, or return of the Equipment, the 
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Initial Lease or Rental Term shall be terminated on the date as stated in the Order 
and removal of the Product will be mutually arranged, unless otherwise specified in 
a Participating Addendum. 
 

iv) If the Purchasing Entity does not exercise the purchase or renewal option, it will 
immediately make the Product available to Awarded Vendor in as good of 
condition as when Purchasing Entity received it, except for ordinary wear and 
tear. 

 
b) Payment. The first scheduled payment (as specified in the applicable Order), will be due 

following the Acceptance of the Products, or such later date as Awarded Vendor may 
designate. The remaining payments will be due on the same day of each subsequent 
month, unless otherwise specified in the applicable Order. 
 

c) Buyout to Keep Option. A Purchasing Entity must notify the Awarded Vendor or 
Authorized Dealer, in writing, at least thirty (30) days in advance, if they wish to exercise 
the Buyout to Keep option on an FMV or Capital Lease. 

 
d) Buyout to Return Option. A Purchasing Entity must notify the Awarded Vendor or 

Authorized Dealer, in writing, at least thirty (30) days in advance, if they wish to exercise 
the Buyout to Return option on an FMV, Capital or Straight Lease, and return the 
Equipment to the Awarded Vendor in good working condition (ordinary wear and tear 
excepted). 

 
e) Equipment Upgrade or Downgrade. A Purchasing Entity may do an Equipment 

Upgrade or Downgrade on a lease or rental at anytime throughout the term of the lease 
or rental  agreement. The Purchasing Entity and the Awarded Vendor shall negotiate the 
price of the Equipment Upgrade or Downgrade, but at no time shall the total cost of the 
Equipment Upgrade or Downgrade be less than the remaining stream of Equipment 
Payments. 

 
f) Non-appropriation of Funds. The continuation of any lease or rental agreement will be 

subject to, and contingent upon, sufficient funds being made available by the 
Participating State Legislature and/or federal sources. The Purchasing Entity may 
terminate any such lease or rental agreement, and Awarded Vendor waives any and all 
claim(s) for damages, effective immediately upon receipt of written notice (or any date 
specified therein) if for any reason the Purchasing Entity’s funding sources are not 
available.  

 
g) Assignment  

i) Purchasing Entity has no right to sell, transfer, encumber, sublet or assign the 
Product or any lease or rental agreement without Awarded Vendor’s prior written 
consent (which consent shall not be unreasonably withheld).  
 

ii) Purchasing Entity agrees that Awarded Vendor may not sell or assign any portion 
of Awarded Vendor’s interests in the Product and/or these Lease or Rental 
Terms or any Order for leases or rentals, without notice to Purchasing Entity 
even if less than all the payments have been assigned. In that event, the 
assignee (the “Assignee”) will have such rights as Awarded Vendor assigns to 
them, but none of Awarded Vendor’s obligations (Awarded Vendor will keep 
those obligations) and the rights of the Assignee will not be subject to any claims, 
defenses or set offs that Purchasing Entity may have against Awarded Vendor.  
 

iii) No assignment to an Assignee will release Awarded Vendor from any obligations 
Awarded Vendor may have to Purchasing Entity. 
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h) Early Termination Charges  

i) Except in the case of Non-appropriation of funds, FMV, Capital, Straight Leases 
and Short-term Rentals shall be subject to an early termination charge, and shall 
involve the return of the Equipment (in good working condition; ordinary wear and 
tear excepted) by the Purchasing Entity to the Awarded Vendor. With respect to 
the Equipment, the termination charge shall not exceed the balance of remaining 
Equipment Payments (including any current and past due amounts), and with 
respect to Service or maintenance obligations, the termination charge shall not 
exceed four (4) months of the Service and Supply base charge or twenty-five 
percent (25%) of the remaining Maintenance Agreement term, whichever is less. 
 

ii) Cancellable Rentals shall not exceed a termination charge of three (3) months of 
Total Monthly Payments, or as otherwise agreed to by the Participating State or 
Entity. 

 
i) Default. Each of the following is a “default” under these lease and rental terms: 

i) Purchasing Entity fails to pay any payment or any other amount within forty-five 
(45) days (or as otherwise agreed to in a Participating Addendum) of its due 
date; 
 

ii) Any representation or warranty made by Purchasing Entity in these lease or 
rental terms is false or incorrect and Purchasing Entity does not perform any of 
its obligations under these lease or rental terms, and this failure continues for 
forty-five (45) days (or as otherwise agreed to in a Participating Addendum) after 
Awarded Vendor has notified Purchasing Entity; 
 

iii) Purchasing Entity or any guarantor makes an assignment for the benefit of 
creditors; 
 

iv) Any guarantor dies, stops doing business as a going concern, or transfers all or 
substantially all of such guarantor’s assets; or 
 

v) Purchasing Entity stops doing business as a going concern or transfers all or 
substantially all of Purchasing Entity’s assets. 

 
j) Remedies. If a Purchasing Entity defaults on a rental or lease agreement, then Awarded 

Vendor, in addition to, or in lieu of, the remedies set forth in the Master Agreement, and 
Participating Addendum, may do one or more of the following: 

i) Cancel or terminate any or all Orders, and/or any or all other agreements that 
Awarded Vendor has entered into with Purchasing Entity; 
 

ii) Require Purchasing Entity to immediately pay to Awarded Vendor, as 
compensation for loss of Awarded Vendor’s bargain and not as a penalty, a sum 
equal to: 

1) All past due payments and all other amounts payable under the lease or 
rental agreement; 

2) All unpaid payments for the remainder of the lease or rental term, 
discounted at a rate equal to three percent (3%) per year to the date of 
default; and 

3) Require Purchasing Entity to deliver the Product to Awarded Vendor per 
mutual arrangements. 
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4.7 Customer Service 
4.7.1 Key Personnel. Awarded Vendor(s) shall ensure that staff has been allocated appropriately to 

ensure compliance with the resulting Master Agreement(s) and subsequent Participating State 
or Entity requirements and that the individuals occupying the Key Personnel positions have 
adequate experience and knowledge with successful implementation and management of a 
national cooperative contract. Awarded Vendor(s) shall provide a single point of contact for the 
following: 

a) Master Agreement Contract Administrator – shall be the Lead State’s primary contact 
in regards to Contract negotiations, amendments, Product and Price List updates, and 
any other information or documentation relating to the Master Agreement; 

 
b) NASPO ValuePoint Reporting Contact – shall be responsible for submitting quarterly 

reports and the quarterly Administrative Fee to the appropriate personnel; 
 

c) Master Agreement Marketing Manager – shall be responsible for marketing the 
resulting Master Agreement, as well as creating Participating State websites, and 
ensuring that all uploaded data and content is current; and 

 
d) National Service Manager – shall be responsible for overseeing the Regional Service 

Managers, Field Service Technicians, training, and inside Service operations. This 
position will work with the Lead State Contract Administrator to ensure contractual 
obligations are met, while providing leadership for the Awarded Vendor’s operations, as 
well as strategic planning of the Service department. 

 
4.7.2 Awarded Vendor shall provide a single point of contact for each Participating State, who will 

handle any questions regarding the Products provided, as well as pricing, delivery, billing, 
status of Orders, customer complaints and escalated issues. 

 
4.7.3 Awarded Vendor must provide full Service and support for Products during Normal Business 

Hours. 
 

4.7.4 Awarded Vendor shall also have a designated customer service team who shall be available 
by phone (via local or toll free number), fax, or email during Normal Business Hours. 

 
4.7.5 Awarded Vendor(s) may offer additional coverage beyond Normal Business Hours for any 

Device that needs to be serviced. Such coverage shall be billed to the Purchasing Entity at an 
hourly rate. 

 
4.7.6 Customer service representatives shall have online access to account information and be able 

to respond to inquiries concerning the status of Orders (shipped or pending), delivery, back-
orders, pricing, Product availability, Product information, and account and billing questions. 

 
4.8 Equipment Demonstration Requirements 

4.8.1 Awarded Vendor(s) must offer trial or demonstration Equipment for Group A, Group B, and if 
requested by the Purchasing Entity, Group C, Group D, Group E, and Group F. 
 

4.8.2 Trial or demonstration Equipment may be new or used; however, no used, Remanufactured, 
or Refurbished Devices shall be converted to a purchase, lease, or rental. 
 

4.8.3 At the discretion of the Participating State or Entity, and upon request by a Purchasing Entity, 
showroom Equipment for Groups A, B, and C may be converted to a purchase, lease, or rental 
providing the following conditions are met: 

a) The meter count on Group A and Group B Devices does not exceed 10,000 copies total 
(i.e. b&w and color combined); 
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b) The meter count on Group C Devices does not exceed 50,000 copies total (i.e. b&w and 

color combined);  
 

c) The Device must be discounted by at least 5% off of the Master Agreement pricing for 
that same Device; and 
 

d) The Purchasing Entity and the Awarded Vendor indicate on the Order that the Device is a 
showroom model. 

 
4.8.4 Any trial or demonstration period shall not exceed thirty (30) calendar days. 

 
4.9 Ordering and Invoicing Specifications 

4.9.1 The Product invoice shall contain, at a minimum:  
a) Name of Purchasing Entity; 

 
b) The name, phone number, and address of Purchasing Entity representative; 

 
c) Order date; 

 
d) Description of the Product and/or Service ordered; 

 
e) Model number; 

 
f) Serial number; 

 
g) Price;  

 
h) The Master Agreement number; and 

 
i) Any additional information required by the Participating State or Entity. 

 
4.9.2 Awarded Vendor(s) shall have the ability to accept procurement credit cards, and will not 

assess any additional charges or fees for processing payments via this method. 
 

4.9.3 At the discretion of the Participating State or Entity, Awarded Vendor(s) shall have the ability to 
provide a centralized billing option. 

 
4.9.4 Authorized Dealers shall have the ability to invoice a Purchasing Entity directly, unless 

otherwise specified by a Participating State or Entity. 
 

4.9.5 Awarded Vendor(s) and/or Authorized Dealers shall not issue an invoice until the Purchasing 
Entity has confirmed Acceptance, per Subsection 4.12. 
 

4.9.6 Awarded Vendor(s) and/or Authorized Dealers may charge the Purchasing Entity a re-stocking 
fee for any Products that are not accepted. The amount of the fee shall be the lesser of 10% of 
the purchase price, or $200.00, unless otherwise specified in a Participating Addendum. 
 

4.9.7 Awarded Vendor(s) and/or Authorized Dealers may estimate meter reads if a Purchasing 
Entity fails to submit the required information within the specified time-frame.  
 

4.9.8 All software Orders shall reference the Manufacturer’s most recent release or version of the 
Product, unless the Purchasing Entity specifically requests a different version. 
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4.9.9 Awarded Vendor(s) and/or Authorized Dealers may shall bill property tax separately or as 
otherwise indicated in a Participating Addendum or an Order. 
 

4.9.10 Awarded Vendor(s) and/or Authorized Dealers shall have a process in place for resolving 
disputed invoices, including escalation procedures. In addition, Awarded Vendor(s) and/or 
Authorized Dealers shall have a process in place for issuing refunds or credits due to invoicing 
errors, as well as over-payments and Product returns. 
 

4.9.11 Internet-based Portal and Electronic Catalogs. If Awarded Vendor(s) provide the ability to 
place an Order through an internet-based portal or electronic catalog, then Awarded Vendor(s) 
shall maintain all necessary hardware, software, backup-capacity and network connections 
required to operate that internet-based portal or electronic catalog. In addition, Awarded 
Vendor(s) shall adhere to the following requirements: 

a) The internet-based portal or electronic catalog shall clearly designate that the Products 
are part of the NASPO ValuePoint Master Agreement, and shall link to the Participating 
State or Entity’s designated web location;  
 

b) All Environmentally Preferable Products (EPP) shall be clearly listed;  
 

c) If the Awarded Vendor(s) electronic catalog will either be hosted on or accessed through 
the Participating State’s eCommerce system, then Awarded Vendor(s) shall comply with 
all policies, procedures and directions from the Participating State or Entity in relation to 
hosting its catalog on or making its catalog accessible through that system; 
 

d) All information made available through the Participating State or Entity’s eCommerce 
system is accurate and complies with the Master Agreement and the Participating 
Addendum; and 
 

e) Paper catalogs or catalogs on other digital media must be supplied to the Participating 
State or Entity upon request. 

 
4.9.12 Forced Ssubstitutions are not allowed. If an ordered Product is out-of-stock, Awarded Vendor 

shall notify the Purchasing Entity and request approval before substituting for the out-of-stock 
item. Awarded Vendor’s request to substitute shall explain how the substituted Product 
compares with the out-of-stock item. Any substitute Product offered must be on the Awarded 
Vendor’s Master Agreement Price List. 

 
4.10 Delivery Requirements 

4.10.1 All deliveries must be FOB Destination; freight prepaid by the Awarded Vendor, to the 
Purchasing Entity’s specified location, unless specified otherwise in a Participating Addendum. 

 
4.10.2 Responsibility and liability for loss or damage for all Orders will remain with the Awarded 

Vendor until final inspection and Acceptance, when responsibility will pass to the Purchasing 
Entity, except the responsibility for material latent defects, fraud, and the warranty obligations. 

 
4.10.3 Equipment shall be delivered within thirty (30) calendar days after receipt of Order, unless 

otherwise specified by the Purchasing Entity. 
 

4.10.4 Software related to the Device must be installed within five (5) Business Days of the Device 
installation, or as otherwise stated in an Order. 

 
4.10.5 All deliveries shall be made during Normal Business Hours, which may vary for each 

Purchasing Entity of each Participating State. 
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4.10.6 It shall be the responsibility of the Awarded Vendor to be aware of the delivery days and 
receiving hours for each Purchasing Entity. 

 
4.10.7 The Purchasing Entity shall not be responsible for any additional charges, should the Awarded 

Vendor fail to observe specific delivery days and receiving hours. 
 

4.10.8 The delivery days and delivery hours shall be established by each individual Purchasing Entity 
upon Order placement. 
 

4.10.9 All deliveries, with the exception of drop-shipped or desktop Products, shall be made to the 
interior location specified by the Purchasing Entity. Specific delivery instructions will be noted 
on the Order. Any damage to the building interior, scratched walls, damage to the freight 
elevator, etc., will be the responsibility of the Awarded Vendor. If damage does occur, it is the 
responsibility of the Awarded Vendor to immediately notify the Purchasing Entity placing the 
Order.  

 
4.10.10 Products shall be packaged and labeled so as to satisfy all legal and commercial requirements 

applicable for use by any Purchasing Entity, and shall include, without limitation and if 
applicable, OSHA material safety data sheets, and shall conform to all statements made on 
the label. 

 
4.10.11 Packages that cannot be clearly identified may be refused and/or returned at no cost to the 

Purchasing Entity. 
 

4.11 Equipment Installation Requirements 
4.11.1 Prior to Order acceptance, Awarded Vendor must advise Purchasing Entity of any specialized 

installation and site requirements for the delivery and installation of Device. This information 
should include, but is not limited to, the following: 

a) Air conditioning; 
 

b) Electrical; 
 

c) Special grounding; 
 

d) Cabling; 
 

e) Space; 
 

f) Humidity and temperature limits; and 
 

g) Other considerations critical to the installation. 
 

4.11.2 The Purchasing Entity shall be responsible for furnishing and installing any special wiring or 
dedicated lines. 
 

4.11.3 Network installation shall include configuration of the Device for the proper network protocols, 
and installation of the appropriate print drivers on up to five (5) computers per Device, or as 
otherwise specified in a Participating Addendum. 
 

4.11.4 If applicable, all Devices must be set-up with Preventative Maintenance notifications turned on, 
and with the most environmentally responsible defaults enabled, including Energy Star saving 
settings. 
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4.11.5 Awarded Vendor(s) may charge for excessive installation requirements, including rigging, 
access alterations, and access to non-ground floors via stairs. Any such excessive installation 
charges must be quoted to the Purchasing Entity prior to the signature of any Order, and shall 
be based on the actual expenditures of Awarded Vendor or Authorized Dealer. 
 

4.11.6 Awarded Vendor(s) or Authorized Dealers shall affix a label or a decal to the Device at the 
time of installation which shows warranty period by dates, and the name, address, and 
telephone number of Awarded Vendor or Authorized Dealer responsible for warranty Service 
of the Equipment. 

 
4.11.7 Awarded Vendor(s) shall clean-up and remove all debris and rubbish resulting from their work 

as required by the Purchasing Entity. Upon completion of the work, the premises shall be left 
in good repair and in an orderly, neat, clean, and unobstructed condition. 

 
4.12 Inspection and Acceptance 

4.12.1 Purchasing Entity shall confirm delivery, installation and Acceptance of all Products covered 
by each purchase, lease, or rental Order, by signing a Delivery and Acceptance Certificate 
(D&A), as referenced in Exhibit G (D&A Certificate), which shows Acceptance of the 
Product(s) and allows Awarded Vendor to invoice for the Products(s). 

 
4.12.2 Purchasing Entity agrees to sign and return the D&A to Awarded Vendor (which, at mutual 

agreement, may be done electronically) within five (5) Business Days after any Product is 
installed, or as otherwise stated in a Participating Addendum. 

 
4.12.3 Failure to sign the D&A or reject the Product(s) within the foregoing five (5) day period shall be 

deemed as Acceptance by the Purchasing Entity; however, it does not relieve the Awarded 
Vendor of liability for material (nonconformity that substantially impairs value) , or latent or 
hidden defects subsequently revealed when Products are put to use. Acceptance of such 
Products may be revoked in accordance with the provisions of the applicable commercial 
code, and the Awarded Vendor shall be liable for any resulting expense incurred by the 
Purchasing Entity in relation to the preparation and shipping of Product(s) rejected and 
returned, or for which Acceptance is revoked. 

 
4.12.4 Awarded Vendor shall have exclusive title to the Products being delivered and the Products 

shall be free and clear of all liens, encumbrances, and security interests. Title to the Device 
shall only pass to the Purchasing Entity upon: 

a) Purchasing Entity up-front purchase of the Device;  
 

b) Purchasing Entity exercising the purchase option at the end of an FMV Lease;  
 

c) Upon expiration of a Purchasing Entity’s Capital Lease; or 
 

d) Purchasing Entity has secured Third Party financing and payment is being made directly 
to the Awarded Vendor by the Purchasing Entity. 

 
4.13 Security Requirements 

4.13.1 Network and Data Security 
a) Devices may be configured to include a variety of data security features. The set-up of 

such features shall be at the discretion of the Purchasing Entity, and all costs associated 
with their implementation must be conveyed by Awarded Vendor(s) prior to Order 
placement. 
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b) Awarded Vendor(s) will not be permitted to download, transfer, or access print data 
stored on the Device in either hard drive or chip memory. Only system management 
accessibility will be allowed. 
 

c) Awarded Vendor(s) shall ensure that delivery and performance of all Services shall 
adhere to the requirements and standards as outlined in each Participating State or 
Entity’s Participating Addendum. 

 
4.13.2 Sensitive Information. Sensitive information that is contained in any Legacy Equipment or 

applications shall be encrypted if practical. In addition, sensitive data will be encrypted in all 
newly developed applications. Since sensitive information is subjective, it shall be defined by 
each Participating State or Entity in their Participating Addendum. 

 
4.13.3 Data Breach. Awarded Vendor shall have an incident response process that follows National 

Institute of Standards and Technology (NIST) standards as referenced in Exhibit E (NIST 
Computer Security Incident Handling Guide) and includes, at a minimum, breach detection, 
breach notification, and breach response.  

 
4.13.4 Authentication and Access 

a) Any network connected Device must offer authentication for all features via LDAP and/or 
Windows AD, as well as the ability to disable authentication for any or all features. 
 

b) Any network connected Device must have the ability to connect via Dynamic Host 
Configuration Protocol (DHCP) or Static IP address. 
 

c) The credential information for any remote authentication method may not be maintained 
within the Device’s memory. 
 

d) Access to the Device’s administrative functions must be password protected per the 
Participating State or Entity requirements, and the default settings must be changed at 
the time of Equipment installation. 

 
4.13.5 Hard Drive Removal and Surrender 

a) Awarded Vendor shall ensure that all hard drive data is cleansed and purged (if capable) 
from the Devices, must undergo a Department of Defense (DoD) three-pass minimum 
level erasure of hard drive at the end of its Useful Life, or when any hard drive leaves the 
Purchasing Entity’s possession; or 
 

b) At the Participating State or Entity’s discretion, Awarded Vendor shall remove the hard 
drive from the applicable Device and provide the Purchasing Entity with custody of the 
hard drive before the Device is removed from the Purchasing Entity’s location, moved to 
another location, or any other disposition of the Device. The Purchasing Entity shall then 
be responsible for securely erasing or destroying the hard drive. 
 

c) If the Awarded Vendor takes possession of any Device at a Purchasing Entity’s location, 
then they shall also remove any ink, toner, and associated Supplies (drum, fuser, etc.) 
and dispose of them in accordance with applicable law, as well as environmental, and 
health considerations, or as otherwise specified in a Participating Addendum.  
 

d) Hard drive sanitation shall be at no expense to the Purchasing Entity; however, Awarded 
Vendor(s) may charge the Purchasing Entity a fee if the Purchasing Entity elects to keep 
the hard drive in their possession. Awarded Vendor(s) must disclose the price for removal 
and surrender of the hard drive, prior to Order placement. 
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e) If the hard drive is not removable, or the Device does not contain a hard drive, then 
Awarded Vendor(s) must convey this to the Purchasing Entity at the time of Order 
placement. In the case of a non-removable hard drive, 4.13.5 (a) shall apply. 
 

f) If an Awarded Vendor is removing another Manufacturer’s Equipment, they are not 
permitted to remove the hard drive. Only the Manufacturer or their Authorized Dealer 
shall remove hard drives in their own Devices. Awarded Vendor shall work with the 
Manufacturer to ensure the requirements pursuant to this Subsection are met. 

 
4.14 Warranty Requirements 

4.14.1 The Warranty period shall begin upon Acceptance of the Products, and shall be for a minimum 
of ninety (90) days for purchase, lease and rental Equipment. 
 

4.14.2 Devices that are sold under the resulting Master Agreement(s) will come with the standard 
features as published on the Manufacturers website, and will not deviate from the stated 
specifications. 

 
4.14.3 Products shall be in good working order, free from any defects in material and workmanship, 

and fit for the ordinary purposes they are intended to serve. 
 

4.14.4 If defects are identified, per mutual agreement of Awarded Vendor and the Purchasing Entity, 
Awarded Vendors obligations shall be limited solely to the repair or replacement of Products 
proven to be defective upon inspection. 

 
4.14.5 Replacement of Products shall be on a like-for-like basis and shall be at no cost to the 

Purchasing Entity. 
 

4.14.6 Repair of defective parts and/or Devices shall be at no cost to the Purchasing Entity. 
 

4.14.7 Upon significant failure of a Product, the warranty period shall commence again for the same 
amount of time as specified in 4.14.1. Significant failure shall be determined by the 
Participating State. 

 
4.14.8 Awarded Vendor(s) warranty obligations shall not apply if:  

a) The Product is installed, wired, modified, altered, or serviced by anyone other than 
Awarded Vendor and/or their Authorized Dealer;  
 

b) If a defective or non-Awarded Vendor authorized Accessory, Supply, software, or part is 
attached to, or used in the Device; and 
 

c) The Device is relocated to any place where Awarded Vendor Services are not available. 
 

4.14.9 Awarded Vendor(s) agree to perform its Services in a professional manner, consistent with 
applicable industry standards. 

 
4.14.10 It will be at the discretion of each Participating State or Entity to negotiate additional warranty 

requirements with the Awarded Vendor(s). 
 

4.14.11 Lemon Clause 
a) This clause shall apply to all Devices that are purchased, leased, or rented under the 

Awarded Vendor(s) Master Agreement(s). 
 

b) This clause shall not apply if Supplies are used in the Devices that were not 
manufactured, provided, or authorized by the Awarded Vendor(s). 
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c) The application period is thirty-six (36) months from the date of Acceptance. 

 
d) This clause shall take precedence over any other warranty or Services clauses 

associated with the Awarded Vendor(s) Master Agreement(s), or as specified by a 
Participating State or Entity in their Participating Addendum. 
 

e) A Purchasing Entity must maintain an uninterrupted Maintenance Agreement on all 
purchased Devices in order for this clause to apply past the initial ninety (90) day 
warranty. 
 

f) Any Device that fails (except due to operator error) to function in accordance with the 
Manufacturer’s published performance specifications, four (4) times in any four (4) week 
period and/or is subject to recurring related problems, shall be replaced with a new 
Device that meets or exceeds the requirements of the original Device, at no cost to the 
Purchasing Entity. 
 
 
 

SECTION 5: Proposal Submission Instructions 
 
5.1 Overview and General Requirements  

5.1.1 It is the Offeror’s responsibility to deliver its Proposal on or before the RFP’s closing date and 
time indicated in Subsection 1.3, Schedule of Events, or otherwise modified on Colorado 
VSS, regardless of the delivery method used. Late Proposals will not be accepted.  

 
5.1.2 Offerors are cautioned that daily mail may not be received prior to 1:00 p.m.; therefore, if the 

Proposal is not hand delivered, Offeror is to ensure Proposal is received by mail or delivery 
service the prior day.   

 
5.1.3 Offeror must segregate the Administrative Documents, Executive Information, Scope of Work 

Technical Response, MPS Technical Response (if applicable), Cost Response, Supplemental 
Documents, Technical Response Exhibits, and Confidential Information (if applicable), of its 
Proposal, into sections containing tabs that clearly identify each component of that section.   

 
5.1.4 Offerors should submit their Proposal broken out into the seven (7) required sections, or eight 

(8) sections, if confidential information is included. 
 

5.1.5 Failure to label any information that is released by the State shall constitute a complete waiver 
of any and all claims for damages caused by release of said information. 
 

5.1.6 If discrepancies are found between the “Master” hard-copy of the Proposal and the electronic 
copy, the contents of the hard-copy shall be deemed the official Proposal submission. 

 
5.1.7 Proposals are to be prepared in such a way as to provide a straightforward, concise 

delineation of capabilities to satisfy the requirements of this RFP. Expensive bindings, colored 
displays, promotional materials, etc., are not necessary or desired. Emphasis should be 
concentrated on conformance to the RFP instructions, responsiveness to the RFP 
requirements, and on completeness and clarity of content. 

 
5.1.8 The Lead State, in its continuing efforts to reduce solid waste and further recycling efforts, 

requests that Proposals, to the extent possible and practical: 
a) Be submitted on recycled paper; 
b) Not include pages of unnecessary advertising; and 
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c) Be contained in re-usable binders or binder clips, as opposed to spiral or glued bindings. 
 

5.1.9 Proposals must not be submitted for anything that has not been specified in the RFP. 
 

5.1.10 Faxed, emailed, and telephoned Proposals are not acceptable.  
 

  
5.2 Sealed Proposal Submission 

5.2.1 Hard Copy Submission 
a) One (1) original copy of Proposal (marked as “Master”) must be received in hardcopy, 

with all Attachments, no later than Thursday, January 17, 2019, 1:00 p.m. (MDT) at the 
following address: 

Department of Personnel & Administration 
c/o State Purchasing & Contracts Office 
Attn: Nikki Pollack 
1525 Sherman Street, 3rd Floor 
Denver, CO 80203  

The sealed Proposal package/box must be labeled with the following information: 
Offeror Name, RFP-NP-18-001, January 17, 2019, 1:00 p.m. (MDT)  
 

b) One (1) USB flash drive, DVD or a CD marked “Master” must be included in the sealed 
Proposal package/box which contains the following folders, each with their respective 
information: 
Folder 1: Administrative Documents – PDF or Word copies of the Proposal Checklist 
(Attachment A), Response Sheet (Attachment B), Colorado SOS Certificate of Good 
Standing, W-9 (Attachment C), Contractor Kick-Off Meeting Affirmation (Attachment I), 
and the Master Agreement Affirmation (Attachment J). 

 
Folder 2: Executive Information – PDF or Word copies of the Proposal Summary, 
Organization and Structure Overview, and the eMarket Center Compliance, and the 
Excel file for the Authorized Dealers by State (Attachment D) Workbook. 
 
Folder 3: Scope of Work Technical Response – PDF or Word copies of the Key 
Personnel (Attachment K), the three (3) Company Experience and Demonstrated 
Capability Fact Sheets (Attachment H), and the Scope of Work Response (Attachment 
F).  
 
Folder 4: MPS Technical Response (if applicable) – A PDF or Word copy of the MPS 
Response (Attachment G). 
Note: If you are not submitting a response for MPS, then you do NOT need to create a 
folder for this. Simply skip from folder 3 to folder 5. 
  
Folder 5: Cost Response – Excel files for Group A, B, C, D, E and/or F Price Lists 
(Attachment E), and an Excel file for the MPS Price List (Attachment E), for both the 
required pricing and the optional pricing (if applicable). 
 
Folder 6: Supplemental Documents – Word or Excel only versions of all Supplemental 
Documents (these must be the same documents submitted with your hard-copy 
response). 
 
Folder 7: Technical Response Exhibits – Word, Excel or PDF copies of the 
documents required in Attachment F (Scope of Work Response). 
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Folder 8: Confidential Information (if applicable) – A PDF or Word copy of all 
confidential and/or proprietary information. 

 
c) One (1) USB flash drive, DVD or a CD marked “Public Records” must also be included 

in the sealed Proposal package/box and needs to contain the same folders and 
information referenced in Subsection 5.2.1(b), with the exception of Folder 8, Confidential 
Information. 

 
d) If Offeror’s Proposal does not contain any confidential information, then Offeror shall only 

submit one (1) USB flash drive, DVD or CD, labeled “Master and Public Records” 
which contains Folders 1 through 7 as referenced in Subsection 5.2.1(b). 
 

 
5.3 Response Format 

Offeror’s “Master” response shall consist of the following:  

5.3.1 Section 1: Administrative Documents 
Subsection 1.1:  Proposal Checklist (Attachment A) 
 
Subsection 1.2:  Response Sheet (Attachment B) 
Information on this sheet must be filled out in its entirety by Offeror. Offeror Response Sheet 
must be signed by an officer who is legally authorized to bind the Offeror to the Proposal. 
Electronic signatures will not be accepted. 

 
Subsection 1.3:  Colorado Secretary of State Certificate of Good Standing 
The Certificate of Good Standing must be current, and can be obtained at:  
http://www.sos.state.co.us/pubs/business/businessHome.html 

 
Subsection 1.4:  W-9 Request for Taxpayer Identification Number and Certification 
(Attachment C)  

 
Subsection 1.5: Contractor Kick-Off Meeting Affirmation (Attachment I) 

 
Subsection 1.6:  Master Agreement Affirmation (Attachment J) 
 

5.3.2 Section 2: Executive Information 
Subsection 2.1:  Proposal Summary 
Offeror must highlight the major features* of their Proposal. The Lead State should be able to 
determine the essence of the Proposal by reading the Proposal Summary. The Proposal 
Summary must adhere to the following: 

1) Summary shall be on Offeror letterhead; 
2) Summary shall not exceed four (4) pages; and 
3) Summary shall be formatted as follows: Times New Roman font, 12 pt, single 

spaced, 1” margins. 
*Major features may include Groups offered, warranty programs, recycling efforts, MPS offerings 

etc. 

Subsection 2.2:  Organization and Structure Overview 
Offeror must provide an overview of its organizational operating structure and describe the 
relationships among the business units of its organization, as they relate to their Proposal and 
the stated needs and requirements in the RFP. Offeror should also include the names, 
addresses and FEINs of any subsidiaries, as applicable. Organizational charts are helpful 
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supplements to the descriptions. The Organization and Structure Overview must adhere to the 
following: 

1) Summary shall be on Offeror letterhead; 
2) Summary shall not exceed four (4) pages (including charts); and 
3) Summary shall be formatted as follows: Times New Roman font, 12 pt, single 

spaced, 1” margins. 
 
Subsection 2.3: eMarket Center Compliance (Attachment L) 
 
Subsection 2.4: Authorized Dealers by State (Attachment D) 

1) Offeror must provide a preliminary list of all of their Dealers that are located in each 
state. If Offeror does not have Dealer representation in a particular state, then leave 
that state’s tab blank. 
 

2) Offeror is required to include the name of the Dealer, their address, the primary 
contact for that Dealer, and that contact’s phone number and email address. The 
FEIN, Dealer website and Areas covered are optional. 

 
3) On the Excel tab marked “All States,” Offeror must put an “x” next to each state they 

provided Dealer information for, and indicate how many Dealers service that state. If 
there isn’t representation in that state, leave Columns B and C blank. 

 
4) Offeror must print a copy of the “All States” tab and include it in this section of their 

hard copy Proposal. Please note that it is not necessary to print each of the states’ 
tabs.  
 

5.3.3 Section 3: Scope of Work Technical Response 
Subsection 3.1:  Key Personnel (Attachment K) 
Per Subsection 4.7.1, Offeror must provide the required information for the four Key 
Personnel listed. Offerors are encouraged to provide as much detail as possible, specifically 
as it relates to the work they will be performing under the resulting Master Agreement and 
Participating Addenda. In addition, Offeror must indicate what percent of time (based on a 
standard 40 hour work week) that each Key Personnel will designate to this cooperative effort. 
 
Subsection 2.2: Company Experience and Demonstrated Capability Fact Sheet 
(Attachment H) 
Offeror must submit three (3) Fact Sheets for three (3) different customer engagements. 
These engagements may include a bulk order placement, a complex leasing arrangement, an 
escalated customer issue, etc. Do NOT include any MPS engagements. The purpose of these 
Fact Sheets is to determine Offeror’s capabilities in servicing a national contract with varying 
needs, and the resolution process in place to handle more complicated or difficult situations. 

 
Subsection 3.2: Scope of Work Response (Attachment F) 

 
5.3.4 Section 4: MPS Technical Response 

MPS Response (Attachment G) 
 
Please note:  If Offeror is not submitting a response for MPS, you must still include Section 4 
in your Proposal packet, but simply label it as “No Response.” For Example:  

Section 4:  MPS Technical Response – No Response (Title Page) 
You do NOT need to include a blank copy of Attachment G. 
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5.3.5 Section 5: Cost Response (Attachment E) 

Subsection 5.1:  Group A Price List 
 
Subsection 5.2:  Group B Price List 
 
Subsection 5.3:  Group C Price List 
 
Subsection 5.4:  Group D Price List 
 
Subsection 5.5:  Group E Price List 
 
Subsection 5.6:  Group F Price List 
 
Subsection 5.7   MPS Price List(s) - Required MPS Pricing and Optional MPS Pricing (if 
applicable) 
 
Offeror must complete each Group Price List that they are submitting a response for, per the 
following guidelines (detailed instructions are provided on the 1st tab of each Group 
Workbook):  

1) Offeror must submit pricing for all Newly Manufactured Equipment that they offer in 
each Segment. The same model may not be proposed in different Segments of either 
the same or different Groups. In addition, the same model may not be listed under 
B&W and then again under Color and B&W in the same Segment. 

 
2) Any Group Price Lists that the Offeror does not submit a response for will not be 

considered for Award. 
 

3) All pricing must be FOB Destination, Freight Prepaid and Allowed. 
 

4) Offeror must print a copy of each of the following Group Price List tabs: 
• MSRP List Price 
• Discount from MSRP 
• Service-Supplies Pricing 
• Lease and Rental Rates 
• Consumable Supply Pricing 

 
5) If Offeror is not submitting a response for a particular Group or MPS, then label the 

Subsections seriatim. For example: 
• Offeror only wants to submit a response for Group D and Group F. Section 5 

of the Proposal would be structured as follows: 
Section 5:  Cost Response (Title Page) 

Subsection 5.1: Group D Price List: 
§ Printout of MSRP List Price 
§ Printout of Discount from MSRP 
§ Printout of Service-Supplies Pricing 
§ Printout of Lease and Rental Rates 
§ Printout of Consumable Supply Pricing 

 
 Subsection 5.2: Group F Price List: 

§ Printout of MSRP List Price 
§ Printout of Discount from MSRP 
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§ Printout of Service-Supplies Pricing 
§ Printout of Lease and Rental Rates 
§ Printout of Consumable Supply Pricing 

 
5.3.6 Section 6: Supplemental Documents 

Offeror must include all documents (i.e. FMV Lease, $1 Buyout Lease, Straight Lease, Short-
Term Rental, Cancellable Rental, Maintenance Agreements, software agreements, click wrap 
agreements, MPS statement of work templates, SLA’s etc.) that they intend to provide to 
Purchasing Entities. These documents must be modified to align with the required terms and 
conditions in Section 4 (Statement of Work). 
 

5.3.7 Section 7: Technical Response Exhibits 
Per Part II of Attachment F (Scope of Work Response), Offeror must provide copies of the 
documents requested in Questions 1(e), 3(b), 3(c), and 7(a). 
 

5.3.8 Section 8: Confidential Information 
In accordance with Subsection 3.7, Confidential or Proprietary Information, Offeror must 
segregate any confidential or proprietary information (if applicable) and include it in this 
section. If the Proposal does not contain any confidential information, then Offeror does not 
need to include Section 8 in their Proposal submission. 
 
 
 

SECTION 6: Evaluation and Award Selection Process 
 

6.1 Evaluation Process 
6.1.1 This will be a multiple Award RFP. 

 
6.1.2 To be considered responsive, an Offeror must submit a Proposal for at least one Segment 

within one Group. However, Offeror’s are also required to submit their full line of Newly 
Manufactured Equipment for each Group they are responding to. In other words, if an Offeror 
has three (3) Newly Manufactured Devices that fall into Segment 3 of Group A, then they must 
list all three (3) Devices, as opposed to just one (1) Device. Refer to the instructions on each 
of the Group Price Lists (Attachment E) for additional requirements. 

 
6.1.3 A comprehensive, fair and impartial Evaluation of each Proposal received will be conducted in 

accordance with the State Procurement Code (§24-103-203, C.R.S.) and the related Lead 
State Procurement Rules. The Evaluation committee will judge the merits of the Proposals 
received in accordance with the Evaluation criteria stated in the RFP. The sole objective of the 
Evaluation committee is to recommend the Offeror(s) who’s Proposal(s) is/are most 
advantageous to the Participating State and/or Entity, and NASPO ValuePoint’s needs, cost 
and other factors duly considered. 
 

6.2 Evaluation Factors  
6.2.1 The Evaluation will be Two-part:  

a) Part-One (Required): Products and Scope of Work 
1) Cost Evaluation (40% weight): 

• A sampling of Devices based on pre-determined configurations in pre-selected 
Segments of each Group; 

• A Total Cost of Ownership (TCO) analysis for two (2) different Base Units 
within pre-selected Segments of each Group; 
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• A Total Monthly Payment comparison for a 36 month FMV and a 36 month $1 
Buyout Lease, using a zero base per click fee, based on pre-determined 
configurations in pre-selected Segments. 

 
2) Scope of Work Technical Evaluation (60% weight): 

• Ability to meet the Scope of Work requirements 
• Key Personnel experience 
• Company experience 
• Dealer training and management 
• Equipment and software management 
• Performance standards 
• End-user training 
• Customer service 
• Invoicing and ordering 
• Security standards 
• Warranties 

 
b) Part-Two (Optional): Managed Print Services 

1) Cost Evaluation (40% weight): 
• MPS pricing 

 
2) MPS Technical Evaluation (60% weight): 

• Managed Print Services experience 
• Identification of customer needs, including cost savings 
• Implementation strategies and communication 
• End-user training approach 
• Organizational efficiency and emerging technologies 
• Reporting capabilities and business reviews 

 
6.3 Award Methodology 

6.3.1 Award of a Group(s), and a subsequent Master Agreement(s) will be based on the Part-One 
Evaluation. Award of MPS will then be based on the Part-Two Evaluation. 
 

6.3.2 An Offeror must be awarded at least one (1) Group in order to be eligible to provide MPS. 
Refer to Subsection 4.1.7 for additional information regarding the criteria for providing MPS 
within each Group. 
 

6.3.3 An Award of a Group is not a guarantee of an Award of MPS; Likewise, MPS cannot be 
awarded without the Award of a Group. 
 

6.3.4 If an Offeror does not provide MPS, then they do not need to submit a Proposal for Part-Two. 
 

6.3.5 The Proposal(s) identified as most advantageous will be awarded a Contract. A “Decision 
Memorandum” will document the basis for the Award decision. The Lead State will post the 
“Notice of Intent to Award” on Colorado VSS, and the “Decision Memorandum” will be sent via 
email to all eligible Offeror’s that submitted a Proposal.  

 
6.3.6 The Lead State, in its sole discretion, reserves the right to waive minor irregularities in the 

Proposal, which include but are not limited to, corrections of deficiencies or clarification of 
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ambiguities that in the judgment of the Lead State do not require a comprehensive Proposal 
rewrite.  

 
6.3.7 The Lead State reserves the right to make Awards based on initial Proposals, so Offerors are 

encouraged to submit their most favorable Proposal at the time established for receipt of 
Proposals. Only those Offerors who are likely to receive an Award will conduct discussions 
with the Lead State for the purpose of promoting understanding of the Offeror’s Proposal, and 
to clarify requirements, including, but not limited to, best and final offer (BAFO). Clarifications 
or BAFO’s to Proposals, if permitted, shall be requested in writing from Offerors and 
responses by the Offeror submitted in writing by a specific deadline identified in the Lead 
State’s request for information.    

 
6.3.8 The Offeror is responsible to provide requested information. Proposals shall be evaluated 

based on the merits of the information received.   
 

6.3.9 The Lead State reserves the right to request further details, including formulations, to clarify 
specifications, and such will be identified as confidential and used for Evaluation purposes 
only. 

 
6.3.10 The apparent successful Offeror(s) may be required to submit an audited financial statement 

for the most current reported period and a reasonable number of previous years (in order of 
preference), in order to assist the Lead State in making its determination of Offeror 
responsibility in accordance with Section 24-103-401, C.R.S. Such audited financial 
statements shall have been reviewed by a certified public accountant, a Third Party prepared 
financial statement if an audited or reviewed statement is not available, or another financial 
statement prepared in the routine course of the Offeror’s business; and such documents are 
provided by Offeror to the Lead State at no cost to the Lead State. 

 
6.4 Notice of Intent to Award 

After Award is made, Offeror’s Proposal, excluding any confidential or proprietary information, will be 
available from the Lead State following issuance of a “Notice of Intent to Award”.   
 

6.5 Protested Solicitations and Awards 
6.5.1 In accordance with Article 109 of the Colorado Procurement Code, any aggrieved party in 

connection with the RFP or Award of a Master Agreement may protest to: State of Colorado, 
State Purchasing & Contracts Office, Attn: John Chapman, 1525 Sherman Street, Third Floor, 
Denver, CO 80203. The protest shall be submitted in writing within ten (10) Business Days 
after such aggrieved party knows or should have known of the facts giving rise to the protest.   

 
6.5.2 C.R.S Title 24, Article 109, Section 505, Costs, in part, states that when a protest is sustained 

and the aggrieved party should have been, but was not awarded the contract under the 
Solicitation, the aggrieved party shall be entitled to the reasonable costs incurred in connection 
with the Solicitation, including bid preparation costs. Reasonable costs shall not include 
attorney fees. No other costs shall be permitted. 

 
6.6 Post Award Formalization of the Master Agreement 

The Lead State reserves the right during negotiation of the Master Agreement(s) to adjust terms and 
conditions that would not (in the Lead State’s judgment) have a material effect on price, schedule, 
scope of work, or risk to the Lead State and Participating State or Entity, with materiality defined in 
terms of the effect on the Evaluation and Award. In any event, the Lead State reserves the right to 
accept terms and conditions or pricing changes that are more favorable to the Lead State. 
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Exhibit A – Participating States 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 
 
 
Alaska 
California 
Colorado 
Connecticut 
Illinois 
Iowa 
Montana 
Nevada 
North Dakota 
Oregon 
Rhode Island 
South Dakota 
Utah 
Washington 
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Exhibit B – 2017 Participating States Sales Volumes 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 
 

State Volume 
AK $ 2,290,872 
CA $ 4,000,000 
CO $ 9,337,863 
CT Unknown 
IA $4,080,854 
IL Unknown 

MT $ 1,900,000 
ND $ 1,499,792 
NV $ 6,636,499 
OR $4,133,650 
RI $ 2,666,415 
SD $    200,000 
UT $ 9,838,773 
WA $ 23,680,626 

TOTAL $70,265,344 
 
 
 
 
 
  

- 112 -



Page 60 of 84 
 

Exhibit C – NASPO ValuePoint Master Agreement Terms and Conditions 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 
 

(Revised version posted as a separate attachment in VSS) 
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Exhibit D – Participating States Terms and Conditions 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 
 
 

(Posted as a separate attachment in VSS) 
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Exhibit E – NIST Computer Security Incident Handling Guide 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 
 
 

(Posted as a separate attachment in VSS) 
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Exhibit F – MPS Statement of Work 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 

 
Statement of Work, at a minimum, must include the following elements: 

 
1. Introduction: 

Describe your current environment. What is your inventory, including owned, rented, or leased Devices 
 

2. Scope: 
Include Project scope (i.e. single-function, multi-function printers etc.) and software  
 

3. Out of Scope: 
This Project does not cover the following functions or deliverables: 
 

4. Objective: 
The main objective of this project is: 
System and procedures will be set up to allow: 
 

5. Location: 
Enter all physical locations of where work will be performed  
 

Agency/Customer:  Contractor:  

Contact Name:  Contact Name:  

Address:  Address:  

Email:  Email:  

Phone:  Phone:  

Fax:  Fax:  

  Contractor 
website: 

 

Print Assessment 
Date:  Period of 

Performance: 
 

Statement of Work must incorporate the following documents: 

1) NASPO ValuePoint Master Agreement # _____________ [Imbed document 
here] 

2) Participating Addendum # ________ [Imbed document 
here] 

3) Contractor’s Print Assessment  [Imbed document 
here] 
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6. Discovery/Assessment: 
 Contractor will be required to discover/assess Purchasing Entity print environment as described below: 

Deliverables: 
Describe the deliverables for Discovery/Assessment 

Checkpoints: 
Describe the checkpoints for Discovery/Assessment 
 

7. Data Security 
Include description of data security requirements 
 

8. Data Breach 
Describe any data breach requirements 
 

9. Equipment Guarantees 
Describe downtime, on-site service, response time etc. (Note: this section must, at a minimum, adhere to 
the same requirements as outlined in the Master Agreement and/or Participating Addendum) 
 

10. End of Life/Equipment replacement 
Insert description of end of life/equipment replacement process 
 

11. Implementation: 
Deliverables: 
Describe the deliverables for Implementation 

Checkpoints: 
Describe the checkpoints for Implementation 

User Acceptance Testing: 
Describe User Acceptance Testing for Implementation 

Production Rollout: 
Describe the Production Rollout for Implementation 
 

12. Contractor Staff and Support  
Describe Contractor staff roles and their availability 
 

13. Purchasing Entity Roles and Responsibilities  
Insert description of Purchasing Entity Roles and Responsibilities including: 
Contacts: 
Project Manager 
End-User Representative 
System Administrator 
Technical Support 

General and Technical Responsibilities: 
Insert description of Purchasing Entity Roles and Responsibilities 
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14. Performance Penalties 
Insert description of Contractor Performance Penalties 
 

15. Payment 
Describe billing cycles and invoice information 
 

 
 
This Agreement is entered into by and between the [Purchasing Entity], located at [Agency address] and 
[Contractor] licensed to conduct business in the State of ___________ (“Contractor”), located at [Contractor 
address] for the purpose of providing Managed Print Services. 
 
The signatories to this Managed Print Services Agreement represent that they have the authority to bind their 
respective organizations to this Agreement.  
 
In Witness Whereof, the parties hereto, having read this Managed Print Services Agreement in its entirety, 
including all attachments, have executed this Agreement. 

 

This Agreement is effective this _____day of ______________, 2___. 

Initial term of this Agreement is ______ year(s) or until ______________. 

Maximum term of this Agreement is five (5) years, or until ______________. 

 

    

Contractor Signature Date Purchasing Entity Signature Date 
  

Contractor Printed Name, Title Purchasing Entity Printed Name, Title 
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Exhibit G – D&A Certificate 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 

NASPO VALUEPOINT MASTER AGREEMENT NO.       
AND THE STATE OF Insert Name of Participating State PARTICIPATING ADDENDUM 

NO.       
WITH Insert Name of Contractor 

 
 
 

To: Insert Name of Contractor or Authorized Dealer  
 
 

Pursuant to the provisions of the Master Agreement and Participating Addendum, Purchasing Entity hereby 
certifies and warrants that (a) all Equipment described in the Order has been delivered and installed; (b) 
Purchasing Entity has inspected the Equipment, and all such testing as it deems necessary has been performed 
by Purchasing Entity and/or Contractor to the Satisfaction of Purchasing Entity; and (c) Purchasing Entity 
accepts the Equipment for all purposes of the Order. 

 
 

Insert name of Purchasing Entity  

By:  

Title:  

Date:  
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Exhibit H – Authorized Dealer Form 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 
 

Manufacturer Name:    _________________________________   
 
(Check one) 
 

   The Dealer listed below is authorized to provide Products and Services in accordance with the NASPO 
ValuePoint Copiers and Managed Print Services Master Agreement. 

 
   The Dealer listed below will no longer provide Products and Services under the NASPO ValuePoint 

Copiers and Managed Print Services Master Agreement for the following reason:      
 

 
State(s) Serviced by 
Dealer: 

      

Dealer Name:       

Address:       

Phone (include Toll-Free, if 
available): 

      

Contact Person(s):       

Email Address:       

FEIN:       
 
 

Signed: ________________________________________ Date: _____________ 
                (Contractor Representative) 

 
 

Signed: ________________________________________ Date: _____________ 
                 (Authorized Dealer Representative) 

   
  ________________________________________ 
               (Print First and Last Name of Authorized Dealer Representative) 
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Exhibit I – NASPO ValuePoint Detailed Sales Reporting Template 
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Copiers and Managed Print Services 

 
 
 
 

 
(Posted as a separate attachment in VSS) 
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Exhibit J – State of Colorado Environmentally Preferable Purchasing Policy 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 

 
 
 

(Posted as a separate attachment in VSS) 
 
 

 
  

- 122 -



Page 70 of 84 
 

Attachment A – Proposal Checklist 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
  

HARD COPY SUBMISSION 

Section 1: Administrative Documents Completed (indicate 
with Ö or “N/A”) 

Section 1.1 Proposal Checklist (Attachment A)  
Section 1.2 Response Sheet (Attachment B)  
Section 1.3 Colorado Secretary of State Certificate of Good Standing  

Section 1.4 W-9 Request for Taxpayer Identification Number and Certification 
(Attachment C)  

Section 1.5 Contractor Kick-Off Meeting Affirmation (Attachment I)  
Section 1.6 Master Agreement Affirmation (Attachment J)  

Section 2: Executive Information 
Section 2.1 Proposal Summary  
Section 2.2 Organization and Structure Overview  
Section 2.3 eMarket Center Compliance (Attachment L)  

Section 2.4 Printed copy of the completed “All States” tab from the 
Authorized Dealers by State (Attachment D) Workbook  

Section 3: Scope of Work Technical Response 
Section 3.1 Key Personnel (Attachment K)  

Section 3.2 Company Experience and Demonstrated Capability Fact Sheets 
(Attachment H)  

Section 3.3 Scope of Work Response (Attachment F)  
Section 4: MPS Technical Response (Attachment G)  

Section 5: Cost Response (Attachment E) 
Section 5.1 Group A Price List (printed copies of each tab)  
Section 5.2 Group B Price List (printed copies of each tab)  
Section 5.3 Group C Price List (printed copies of each tab)  
Section 5.4 Group D Price List (printed copies of each tab)  
Section 5.5 Group E Price List (printed copies of each tab)  
Section 5.6 Group F Price List (printed copies of each tab)  

Section 5.7 MPS Price List (printed copy of the required pricing, and if 
applicable, printed copy of the optional pricing).  

Section 6: Supplemental Documents  
Section 7: Technical Response Exhibits  

Section 8: Confidential Information   
USB FLASH DRIVE, DVD OR CD SUBMISSION 

“Master” Contains Folders (and associated information) 1, 2, 3, 4 (if 
applicable), 5, 6, 7 and 8  

“Public 
Records” 

Contains Folders (and associated information) 1, 2, 3, 4 (if 
applicable), 5, 6 and 7  

“Master and 
Public Records” 

Contains Folders (and associated information) 1, 2, 3, 4 (if 
applicable), 5, 6 and 7  

Note: Offeror will either submit: 

1. One “Master” USB flash drive, DVD or CD, and one “Public Records” USB flash drive, DVD or CD, OR 
2. One “Master and Public Records” USB flash drive, DVD or CD 
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Attachment B – Response Sheet 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
INSTRUCTIONS: 

Offeror to complete this Response Sheet, sign in BLUE INK, and submit with Proposal 
 

Offeror F.E.I.N:    

Website Address:    

Proposal Delivery Date:    

Authorized Signature*:    

Printed Name and Title:   

Company Legal Name:   

Doing Business As:   

Address:   

City:     State:                               Zip:   

Phone Number:     

Proposal Contact Name:   

Title:   

Phone Number:    

E-mail Address:   
 
 
 
*Signature acknowledges acceptance of all terms and conditions of the Solicitation 

 

   
IMPORTANT NOTE: The following must be on the outside of the sealed Proposal package/box: 

Offeror Name, Solicitation Number, Closing Date, Closing Time 
   
Offeror to answer and acknowledge by its signature above:  
   
Are you aware that the Award notice will be published on Colorado VSS:    Yes     No  

Proprietary information is in my response and is segregated:    Yes    No  

Have you registered with the Colorado Secretary of State:   Yes      No  

Have you reviewed all modifications made to this RFP:  Yes      No 

Have you reviewed Subsection 6.5, Protested Solicitations and Awards:   Yes    No 

Are you submitting a response for MPS?      Yes    No         
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Attachment C – W9 Request for Taxpayer Identification Number and Certification 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 

 
 
 

(Posted as a separate attachment in VSS) 
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Attachment D – Authorized Dealers by State 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 
 
 

(Posted as a separate attachment in VSS) 
 
 

  

- 126 -



Page 74 of 84 
 

Attachment E – Price Lists 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 
 
 

 
 

(Revised versions posted as the following separate attachments in VSS) 
Group A Price List 
Group B Price List 
Group C Price List 
Group D Price List 
Group E Price List 
Group F Price List 

MPS Price List 
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Attachment F – Scope of Work Response 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 
 
 

(Revised version posted as a separate attachment in VSS) 
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Attachment G – MPS Response 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
(Posted as a separate attachment in VSS) 
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Attachment H –Company Experience and Demonstrated Capability Fact Sheet 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 

Instructions:  Submit three (3) Fact Sheets, each no more than 4 pages long.  
 
 
Name of Offeror:        
 
 
A. Name of Customer:       
 
B. Type of contract or agreement:       

 
 

C. Description of effort and complexity:       
 
 

D.  Period of Past Performance:  From       to           
 
 

E. Identify issues encountered and explain how they were addressed and resolved: 
§ Product quality:       

 
§ Turnaround time:       

 
§ Customer service:       

 
§ Other issues or problems encountered:       
 
 

F.  Please describe how the following issues were addressed: 
§ If you had any equipment problems, what back up equipment did you use?       

 
§ If more than one person was responsible for quality check, how did they compare the work?       

 

G. Customer Primary Points of Contact that can provide background on performance:   
§ Client Name:       

§ Phone number:       

§ Email address:       
 
 

H. Identify Contract  issues (If any) or problems encountered, and explain how they were addressed and resolved: 
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Attachment I – Contractor Kick-Off Meeting Affirmation 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 
 

Awarded Vendor(s) must commit to attending a Kick-Off Meeting in Denver, Colorado with the Lead 
State Contract Administrator, and members of NASPO ValuePoint, as well as the Sourcing Team. 
 
It is highly recommended that the individuals who will handle contract management, reporting, and 
marketing are in attendance. 
 
Please provide contact information for scheduling: 
 
 
Offeror 
 
 
Point of Contact 
 
 
Title 
 
 
Phone Number 
 
 
Email Address 

 
 
 

Signature:  
 

 
Date:  
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Attachment J – Master Agreement Affirmation 
 

RFP-NP-18-001 
Copiers and Managed Print Services 

 
 

Offeror Name: _______________________________________________________ 
 
Offerors responding to this Solicitation must affirm that they agree to all the terms and conditions of the 
NASPO ValuePoint Master Agreement Terms and Conditions (Exhibit C). If Offerors do not agree to all the 
terms and conditions, then they are to provide alternate language for the legally unacceptable sections.  
 
Please note the following:  Section 2, Definitions, and various Subsections of Section 4, Statement of Work, 
may not be applicable to all Awarded Vendor(s), so the resulting Master Agreement(s) will be modified 
accordingly. Therefore, Offeror is discouraged from referencing sections that may be inapplicable, and should 
instead focus on sections that would be material to a resulting Master Agreement. 
 
Offeror hereby affirms that they have read and agree to all the terms and conditions of Exhibit C. 
 Yes   No  * 
 
*If Offeror takes exception to any of the terms and conditions of Exhibit C, please use the space below to 
indicate the section number as well as provide alternate language. Additional pages may be used if necessary. 
 

1) Master Agreement page and section number:  
Alternate language:  
 
 
 

2) Master Agreement page and section number:  
Alternate language:  
 
 
 

3) Master Agreement page and section number:  
Alternate language:  
 
 
 

4) Master Agreement page and section number:  
Alternate language:  
 
 
 
_________________________________________________________________ 
Signature of individual authorized to represent Offeror  
 
_________________________________________________________________ 
Typed or printed name of individual authorized to represent Offeror 
 
_________________________________________________________________ 
Title of individual authorized to represent Offeror 
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Attachment K – Key Personnel 
 

RFP-NP-18-001 
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Offeror Name:  
 
 

Role: NASPO ValuePoint Master Agreement Contract Administrator 
Name:  
Classification (i.e. Working Title):  

Work Address: 
 
 
 

Phone Number:  
E-mail Address:  
# of Years in Classification:  # of Years with Offeror:  
% of Time Designated to this Role:  

 
 

BRIEF SUMMARY OF PROFESSIONAL EXPERIENCE 
Information should include a brief summary of the individual’s professional experience 

 Insert information here 
 
 
 

RELEVANT EXPERIENCE 
Information should include comparable contract engagements with other cooperatives and experience working with 

multiple states on varying needs, requirements and contractual terms and conditions. 
 Insert information here 
 
 
 

EDUCATION 
Information should include the institution name, city, state, degree (if awarded) and date of award. 

 Insert information here 
 
 
 

CERTIFICATIONS 
Information should include the type of certification and date it was completed/received. 

 Insert information here 
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Attachment K – Key Personnel (cont.) 
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Offeror Name:  
 
 

Role: NASPO ValuePoint Reporting Contact 
Name:  
Classification (i.e. Working Title):  

Work Address: 
 
 
 

Phone Number:  
E-mail Address:  
# of Years in Classification:  # of Years with Offeror:  
% of Time Designated to this Role:  

 
 

BRIEF SUMMARY OF PROFESSIONAL EXPERIENCE 
Information should include a brief summary of the individual’s professional experience 

 Insert information here 
 
 
 

RELEVANT EXPERIENCE 
Information should include comparable contract engagements with other cooperatives and experience working with 

multiple states on varying needs, requirements and contractual terms and conditions. 
 Insert information here 
 
 
 

EDUCATION 
Information should include the institution name, city, state, degree (if awarded) and date of award. 

 Insert information here 
 
 
 

CERTIFICATIONS 
Information should include the type of certification and date it was completed/received. 

 Insert information here 
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Attachment K – Key Personnel (cont.) 
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Offeror Name:  
 
 

Role: NASPO ValuePoint Master Agreement Marketing Manager 
Name:  
Classification (i.e. Working Title):  

Work Address: 
 
 
 

Phone Number:  
E-mail Address:  
# of Years in Classification:  # of Years with Offeror:  
% of Time Designated to this Role:  

 
 

BRIEF SUMMARY OF PROFESSIONAL EXPERIENCE 
Information should include a brief summary of the individual’s professional experience 

 Insert information here 
 
 
 

RELEVANT EXPERIENCE 
Information should include comparable contract engagements with other cooperatives and experience working with 

multiple states on varying needs, requirements and contractual terms and conditions. 
 Insert information here 
 
 
 

EDUCATION 
Information should include the institution name, city, state, degree (if awarded) and date of award. 

 Insert information here 
 
 
 

CERTIFICATIONS 
Information should include the type of certification and date it was completed/received. 

 Insert information here 
 
 
 
 
 
  

- 135 -



Page 83 of 84 
 

Attachment K – Key Personnel (cont.) 
 

RFP-NP-18-001 
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Offeror Name:  
 

Role: NASPO ValuePoint National Service Manager 
Name:  
Classification (i.e. Working Title):  

Work Address: 
 
 
 

Phone Number:  
E-mail Address:  
# of Years in Classification:  # of Years with Offeror:  
% of Time Designated to this Role:   

 
 

BRIEF SUMMARY OF PROFESSIONAL EXPERIENCE 
Information should include a brief summary of the individual’s professional experience 

 Insert information here 
 
 
 

RELEVANT EXPERIENCE 
Information should include comparable contract engagements with other cooperatives and experience working with 

multiple states on varying needs, requirements and contractual terms and conditions. 
 Insert information here 
 
 
 

EDUCATION 
Information should include the institution name, city, state, degree (if awarded) and date of award. 

 Insert information here 
 
 
 

CERTIFICATIONS 
Information should include the type of certification and date it was completed/received. 

 Insert information here 
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Attachment L – eMarket Center Compliance 
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Offeror Name: _______________________________________________________ 
 
 
Per Subsection 3.10.6, and Exhibit C (NASPO ValuePoint Master Agreement Terms and Conditions), 
Offeror must indicate if they will support the eMarket Center through 1) A hosted catalog, 2) A Punch-out site, 
or 3) Ordering Instructions, and what allows your organization to support such capabilities. 

(Please limit response to this page only) 
 
 

Response:        
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STATE OF CALIFORNIA 

PARTICIPATING ADDENDUM NUMBER 7-19-70-46-03 

Copiers and Managed Print Services 

Colorado NASPO ValuePoint Master Agreement Number 140597 

Konica Minolta Business Solutions U.S.A., Inc. (Contractor) 

This Participating Addendum Number 7-19-70-46-03 is entered into between the state 
of California, Department of General Services (hereafter referred to as "State" or "DGS") 
and Konica Minolta Business Solutions U.S.A., Inc. (hereafter referred to as 
"Contractor") under the lead state of Colorado NASPO ValuePoint Master Agreement 
Number 140597. 

1. SCOPE

A. This Participating Addendum covers the purchase of Copiers and Managed Print
Services under the Colorado NASPO ValuePoint Master Agreement. The
Colorado NASPO ValuePoint Master Agreement Number 1140597 is hereby
incorporated by reference. Product/service categories included under this
Participating Addendum are identified in Section 5 (Available Products and
Services).

B. This Participating Addendum is available for use by California state agencies and
local governments. A local government is defined as any city, county, city and
county, district, or other local governmental body, school district or corporation
empowered to expend public funds. The State Agency Listing
(https://www.ca.gov/agenciesall/) provides a comprehensive list of state
agencies.

C. Each local government is to make its own determination whether this
Participating Addendum and the Colorado NASPO ValuePoint Master Agreement
are consistent with its procurement policies and regulations.

2. TERM

A. The term of this Participating Addendum shall begin upon signature approval by
the State and will end December 31, 2021, or upon termination by the State,
whichever occurs first.

B. Lead State amendments to extend the NASPO ValuePoint Master Agreement
term date are not automatically incorporated into this Participating Addendum.
Extension(s) to the term of this Participating Addendum will be through a written
amendment upon mutual agreement between the State and the Contractor.

C. Order placement and execution shall be on or before the expiration of this
Participating Addendum. However, delivery of products or completion of services
may be after the Participating Addendum expiration date.

Page 1 of 9 

- 138 -

adamcarter
Highlight



- 139 -



- 140 -



- 141 -



- 142 -



- 143 -



- 144 -



- 145 -



- 146 -



- 147 -



- 148 -



- 149 -



- 150 -



- 151 -



 
 
 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Board of Directors 
 
From: Kevin A. Loewen, General Manager 
 
Meeting Date: March 16, 2020 
 
Report Date: March 12, 2020 
 
Subject: Staff Merit Compensation Adjustment per District Policy 2220: 

Merit and Special Merit Compensation Program for Unrepresented 
Full-Time Employees 

 
 
Recommended Action: 
 

Support merit pay and compensation increases, as described in report. 
 
 
Background: 
 

District Policy 2220: Merit and Special Merit Compensation Program for Unrepresented Full-Time 
Employees; provides the parameters for merit pay increases beyond the regular wage scale for 
employees that perform to a level of exception which is deserving of compensation above and 
beyond the norm. 
 
The Human Resources Manager, Cheri Fairchild, has not only performed to/in the capacity of the 
job position, but has also exhibited work performance that meets the level of designation as 
exceptional. 
 
 
Discussion: 
 

Cheri Fairchild has overall exceeded expectations for multiple reporting periods and has added 
value to the District in many tangible and intangible ways. Rather than providing a lengthy text 
description of these items, a portrayal of those efforts and accomplishments are provided here. 
 

 Competent Resource 
o Has worked exceptionally hard to understand the business of the District and be a steady 

resource to support the District. This is evident in many ways, as exhibited daily through all 
interactions and business dealings.  
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 Understands the importance of coming to Board and committee meetings, as that is 
where so many of the details of the business side of the District is better understood. 
Cheri has never had to be instructed to attend these meetings, instead, she just does it; 
a common theme with Cheri. 

 Through attending and participating in important meetings, she has an idea of what is 
coming in the future for the District, and this assists with planning for necessary 
resources, to be supportive and to ensure success for the Team – the whole Team. 

 Mentor and advises when staff is open and/or asking. However, she goes beyond 
passive advisement and has found ways to make a positive and professional impression 
upon others. Essentially, she sets the example and coaches others on how to get there. 

 Makes it a point to maintain relevancy within and beyond the realm of Human Resources 
by staying current through periodicals, other informational literature, trainings and 
webinars. 

 

 Managed an employee's unfortunate passing, with communications and other business 
interactions with various agencies. She also worked in concert with the General Manager’s 
office in the provision of workforce support/counseling during this difficult period. 
 

 Local #1- MOU 
o Participated as a team member for the most recent MOU ratification. This included much 

preparation, calculations for compensation and benefits, projecting impacts, record-keeping 
for the proceedings, and support on the Management Negotiations Team. It should be 
noted that the Management Negotiations Team was comprised of only Cheri, and the 
General Manager. 

 

 FSA Account 
o Obtained repayment of $2,600 from previous employee when that FSA account had not 

been closed by previous incumbent. Cheri’s watchful eye on this has saved the District an 
undue expense and supports the culture of a watchful eye on these and other matters. 

 

 Employee Relations 
o Managed one of the most complex employee relations issues with a Lead Maintenance 

worker that involved civil litigation, workers’ comp regulations, long-term leave, interactive 
meetings under ADA, management of leaves under FMLA, and work performance 
correction. The ultimate result was positive for the District. 

o Part-time Rec Leader separation and DFEH claim. This issue involved special care and 
attention, as the Supervisor of this employee had created an especially damaging situation 
for the agency through unnecessary dialogue with the subordinate employee. Cheri went 
many extra miles – darn near a marathon – on this one by keeping a watchful eye on the 
premises and by being appropriately supportive of staff members that had to endure the 
separated employees’ return to the work site (a public space) at times. Further, Cheri was 
the target of annoyances by the separated employee – a somewhat and unfortunate 
collateral damage taken on by human resources professionals. 

o Maintenance Worker separation due to misconduct; Managed this issue, which included 
the Skelly process and arbitration. 

o KydZone Program Release of Supervisor. This matter has had long-lasting impacts, and 

- 153 -



El Dorado Hills Community Services District 
RE: Staff Merit Compensation Adjustment per District Policy 2220: Merit and Special Merit Compensation Program 
for Unrepresented Full-Time Employees 
Date: March 16, 2020 
Page 3 of 6 
 

Cheri has maintained a watchful and supportive role to ensure that the District and its Team 
do not end up entering into a situation similar to what was present with the Recreation 
Supervisor that separated from the position. 

o Unfair Labor Practice regarding benefits & accruals; Assisted with the Administrative 
hearing process, which included a tremendous amount of research and preparations. 
Ultimately, the District won that case and Cheri will now be working with the accounting 
team to submit for reimbursement of the District’s costs for that State-mandated 
proceeding. This is a big win and it required the expertise and support of Mrs. Fairchild.  

o Worked closely with the departments to assist in managing, coaching, or parting-out those 
staff who were unable to meet the performance required to be successful. 

 

 Personnel Rules/Policies & ERRs 
o Cleaned up what had been left from previous incumbent and/or vacancy in Human 

Resources. The District was out of compliance on a number of issues that are now in 
compliance. This is tremendously important work that was completed, as the non-
compliance factors only made Labor Relations (Union interactions) more challenging. 

o Continued working through Policy Series 2000, which was brought to the Board and 
approved. Policies are a living document, and we’ll continue to update as needed based 
on legislative and mandated requirements. 

 

 Human Resources Certification 
o Completed (and exceeded) all the requirements for both public and private sector HR 

certifications: 
 SPHR 
 SPHR - CA 
 IPMA-SCP 
 SHRM - SCP 

o Training 
 Ensured all new hires are now given a core curriculum 
 Track and ensure those out of compliance are notified and continued monitoring for 

compliance 
o NEOGOV 

 Completed building out the recruitment component of the system. 
 Currently building out the Performance module for electronic performance evaluations. 
 Onboard - will begin building out once Performance module is implemented and new 

Staff Services Analyst is onboard. 
 

 Standardization of processes 
o Much progress has been made in standardizing forms, processes and understanding of the 

HR functions and needs. This is a collaborative effort with other staff and leadership, and 
will no doubt continue as the District moves to more efficient methods of doing business. 
Your goal has been to not have surprises, hold people accountable and train them up to 
manage their performance or performance of others. 

o Standardized Leave of Absence (LOA) process and now in alignment with the various 
regulations/laws that government time off due to illness, etc. 

o Classification/Job description management, which included finalizing large classification 
study that had been underway, worked with union and employees to get to the Board for 
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approval. 
o Ongoing review of positions and bringing forward clean up and new job descriptions as the 

needs of the District evolve. This is ever-changing and Cheri has done a great job of being 
the one who can “get it done”! 

 

 Compensation Study 
o Participated in the compensation study, which brought the District to a solid path for the 5- 

year minimum wage increase and understanding the impaction and potential realignment 
of other wage scales. 

 

 Benefits 
o Obtained stronger dental and vision plans for less out of pocket for employees. 

 

 Risk management 
o Worked closely with the TPA to manage/reduce costs associated with work comp claims. 
o Proactive member of the Safety Committee. 

 

 Organization- Wide 
o By being in various meetings, Cheri knows what initiatives should be getting done to 

continue to move the organization forward. One example is the realignment of 
administrative help to Registration office, and assisting (nudging) this to move along after 
the notice to make the change was initiated. 

 

 Information Sharing 
o Transparency of all HR items, that can be disclosed, is now available to the staff on the 

shared network drive. 
 

 New employee medical/drug testing - MD Stat 
o The account was not managed appropriately and the billings were clearly not reflective of 

what had occurred in years past. Cheri worked closely with the vendor and billing company 
to settle on an amount approximately $4,000 less than what was on the books. 

o Started from zero and has managed closely since that time to ensure the District is being 
billed appropriately. 

 
Beyond some of the items aforementioned, Cheri has exhibited a level of mastery of many 
elements of the job classification. For instance, mastery level is assigned and evident for: 
 

 Knowledge Of 
o Human Resources Principles, Practices & Techniques 
o Interpretation of Laws, Regulations, Policies, & Procedures 
o Employee Supervision 
o Current Literature, and Sources of Information Related to HR Resources 
o Occupational Hazards 
o Standard Safety Practice 
o Report Preparation 
o Office Procedures 
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o Laws, Codes, Regulations & Policies 
 

 Ability To: 
o Plan, Organize, Train, Evaluate, & Direct Assigned Staff 
o Remain Current with latest HR Relevant Trends 
o Provide Professional Support to Diverse HR Program Areas 
o Interpretation of Laws, Regulations, Policies, & Procedures 
o Maintain Confidentiality 
o Demonstrate Strong Customer Service 
o Use Initiative and Sound Judgment to Make Decisions 
o Observe & Enforce Safety Principles 
o Operate Modern Office Equipment 
o Follow Written & Oral Directions 
o Effectively Communicate (verbal & written) 
o Establish Effective Working Relationships 

 
Where elements of the performance appear to be just part of the job it’s important to point out that 
your typical human resources professional couldn’t tackle half of the items listed in the timeline of 
Cheri’s performance, nor could they do it at her level of quality. Cheri has obtained and sustained 
an overall OUTSTANDING rating on all categorical performance measures, with the depth and 
breadth of her value-add to the District spanning way beyond just Human Resources. With her 
knowledge, skills, abilities, commitment and performance warranting commensurate 
acknowledgement, I, the General Manager, approve of the Outstanding Merit increase, and would 
further recommend that the Board approve a one-time performance bonus of $2,500 and five (5) 
Executive Leave Days be provided, with the leave days being utilized or redeemed by June 30, 
2020. 
 
 
Master Plan Strategic Recommendations: 
 

F.1 Continue developing a workplace environment that promotes trust, respect, open 
communication and teamwork between all levels of staff. 

 

F.2 Regularly evaluate the employment needs of the District. 
 

F.3 Implement staff development and training programs on a wide range of topics, such as 
customer service, volunteer coordination, natural resource stewardship, diversity, 
inclusion, and senior and youth issues. 

 
 
Fiscal Impact: 
 

The 5% increase is approximately a $4,700/yr. salary increase. Coupled with the performance 
bonus and leave days, the total value is approximately $9,100. 
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Attachment: 
 

A. Policy 2220: Merit and Special Merit Compensation Program for Unrepresented Full-Time 
Employees 
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POLICY TITLE:  MERIT  AND  SPECIAL  MERIT  COMPENSATION  PROGRAM  FOR 
UNREPRESENTED FULL‐TIME EMPLOYEES 

POLICY NUMBER:  2220 
 
2220.10  It  is  the  intent  of  this  policy  to  provide  highly  effective  full‐time  unrepresented 

employees a merit or special merit  increase to his/her salary beyond the established 
standard  salary  range  for  exceeding  performance  standards.  In  order  to  properly 
compensate and retain highly qualified and effective employees, adjustments in salary 
shall be based on a merit system. Adjustments shall not be automatic but shall depend 
upon the rating of the employee’s performance evaluation. This policy seeks to clarify 
when  an  unrepresented  full‐time  employee may  receive  a  flexible merit  increase  to 
his/her salary based on the employee’s outstanding or exceptional performance. 

 
2220.20  The General Manager or his/her designee shall prepare a compensation plan covering 

all unrepresented classifications in the District service. This compensation plan will show 
the salary ranges and list other forms of compensation which each classifications will 
receive. In arriving at such salary ranges, consideration may be given to the prevailing 
rates of pay for comparable work in other public and private employment (usually within 
close  geographic  proximity  of  the  District),  as  well  as  the  District’s  current  financial 
condition and operational needs. The General Manager or his/her designee may make 
further  studies of  the compensation plan as needed, or as may be  requested by  the 
Board. All such studies will be done in accordance with applicable laws, District policies, 
and  current  agreements  affecting  employer‐employee  relations  in  the  District.  The 
Board shall adopt the compensation plan as part of the District’s budget each fiscal year. 

 
2220.30  A full‐time unrepresented employee occupying a position in the District service will be 

paid a wage within the standard salary range established for that position’s classification 
under the adopted salary schedule. The salary schedule shall provide salary steps for 
each classification. An employee may be assigned by the General Manager or his/her 
designee, with the Department Head’s recommendation, to the various steps within the 
standard range for the classification. Salary step advancement is not automatic nor is it 
based solely upon an employee’s  length of service.  Instead, salary step advancement 
will be based upon an employee’s performance the prior review year. Step  increases 
may  also  be  accelerated  at  the  discretion  of  the General Manager.  Each  salary  step 
increase  must  be  accompanied  by  a  written  performance  review  wherein  the 
Department Head or the General Manager recommends salary step advancement for 
the eligible employee. 

 
2220.40  Salary step increases may be withheld in the event that an employee’s performance, as 

viewed by the Department Head or the General Manager, has been less than satisfactory 
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during  the  review  period.  The  denial  of  a  step  increase  shall  be  in  writing  to  the 
employee and shall  specify  to  the employee the areas of his/her performance which 
need  improvement.  The  employee’s  performance will  be  re‐evaluated  in  ninety  (90) 
days by the Department Head or the General Manager. If the employee’s performance 
has  significantly  improved  during  the  ninety  (90)  day  re‐evaluation  period,  the 
Department Head or the General Manager may recommend the commencement of the 
salary step increase, or portion thereof, which was previously withheld. 

 
2220.50  Upon  the  recommendation  of  the  Department  Head  and  with  the  approval  of  the 

General Manager, an employee may receive a special merit increase above and beyond 
the standard salary schedule range. These special merit salary steps, which are above 
and  beyond  the  standard  salary  range,  shall  be  specifically  identified  on  the  salary 
schedule for each classification. Such special merit increases are to provide recognition 
for  truly outstanding or exceptional performance beyond the normal expectations of 
the position. A special performance evaluation must accompany the recommendation 
by  the  Department  Head  or  General  Manager  which  describes  the  specific  and 
measurable performance achievements attributable to the employee that warrants a 
special  merit  increase.  No  special  merit  increase  may  exceed  the  maximum  of  the 
employee’s current special merit salary range for his or her classification. 

 
Generally, a special merit increase award will be 2.5% for measurable performance that 
is increasingly above standards across all categorical areas of performance reviewed by 
the District.  The  recommending Department Head or General Manager  shall provide 
sufficient written evidence and descriptive proof of why the employee’s performance is 
above and beyond the normal call of duty, or is particularly exceptional, thus warranting 
a special merit increase. 

 
Mandatory criterion for receiving special merit increase: 

 
•  Employee has not received more than a 10% salary adjustment in the last twelve 

months. 
•  Employee  has  not  received  any  special  salary  adjustments  in  the  last  twelve 

months. 
•  Employee  has  not  received  an  “Improvement  Needed”  comment  on  a 

performance evaluation in the last eighteen (18) months. 
•  Employee has been employed by  the District  for a minimum of eighteen  (18) 

months. 
 

An employee whose performance has been rated as “Outstanding” across all categorical 
areas of the performance evaluation and who has demonstrated performance above 
and beyond the call of duty may be considered for a 5% special merit increase award. 
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An employee whose performance has met all of the aforementioned criteria and which 
is exceptionally beyond the expectations established by the District and management, 
may be considered for a special merit increase award of up to 7.5% beyond the standard 
salary schedule range of the position. Such exceptional performance may include: 

 
•  Process  improvement  ideas  that,  if  implemented,  result  in  a  measurable 

efficiency‐to‐value deliverable(s) exceeding $50,000.  
•  Obtains outside funding (e.g., grant funding) that augments a District project or 

operation costs by more than $50,000. 
•  Obtains prestigious recognition award for work performed for the District. May 

not be an award that has been submitted or requested to be submitted by the 
employee being considered for a special merit increase award. 

•  Directly responsible for a highly positive community‐impacting deliverable that 
elevates the District to new heights in the area(s) of public confidence in District 
governance,  transparency,  communications,  community  involvement, 
recognition, or other similar achievement. 

 
All special merit increase awards at or above 5% may require a budget allocation, and 
as  such,  review  and  approval  of  the  special  merit  increase  award  by  the  Board  is 
required. 

 
2220.60  Implementation  of  this  policy  requires  employees  to  continue  and  maintain  highly 

effective  performance,  and  for  the  performance‐rating  supervisor(s)  and  the  merit‐
awarding  authority  to  provide  written  proof  of  such  outstanding  or  exceptional 
performance of the employee through the performance review and appraisal process. 
A merit or special merit increase may be removed through the employee performance 
review and/or disciplinary process. 

 
It is the goal of this policy to establish progression through the standard salary steps and 
not to skip steps. Progression through the special merit steps (above and beyond the 
standard salary steps) generally occurs when an employee has reached the maximum 
step of the standard wage scale or when the employee demonstrates outstanding or 
exceptional performance warranting a higher increase. Annual performance reviews are 
the  time  at which  a merit  or  special merit  increase  is  considered,  except  for  special 
circumstances  which  may  warrant  a  special  review  of  the  employee’s  performance 
outside of the District’s annual review process. 
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