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REQUEST FOR PROPOSALS 
District Copiers Lease 

RELEASE DATE: June 16, 2021 

DUE DATE:  July 16, 2021 
  2:00 PM Eastern Time 

DELIVERY METHOD: MAIL  
     
  Twiggs County School District 
  P.O. Box 232,    

  952 Main Street 

  Jeffersonville, GA  31044 

RFP CONTACT: James F. Austin III,  
  Assistant Superintendent of Finance and Operations  

  jaustin@twiggs.k12.ga.us 

  478-945-3127 P 

  478-945-3078 F 

mailto:jaustin@twiggs.k12.ga.us


Introduction 
The Twiggs County School District has three schools with approximately 643 students and 120 staff 
members.  The mission of Twiggs County Public Schools is to inspire, challenge and prepare all 
students to compete globally.  Technology plays an important role in advancing this mission in the 
classroom.   

Twiggs County Public Schools currently has a fleet consisting of seven copier-based Ricoh brand 
devices, three of which generate color copies as well as black and white.  The Ricoh lease is/has 
expired. All the existing copiers are connected to the District network and all copiers have standard 
copying, print, fax and scan capability with sort, three-hole punch and staple functions.  In addition, 
one copier has booklet finisher and folder capabilities.   

Statement of Purpose 
The purpose of this Request for Proposal (RFP) is to define the Twiggs County School District’s 
(hereafter known as “District”) minimum requirements, solicit proposals and gain adequate 
information by which the school district may evaluate the services and products offered by 
prospective vendors. 

The District intends to secure a contract for the lease and installation of multifunction copiers.  Price 
will be a critical factor in determining what type of devices may be installed throughout the school 
system.  However, the response with the lowest pricing shall not necessarily be awarded the bid.  
The award shall be made to the responsible vendor whose proposal is determined to be the most 
advantageous to the school district.   

TERMS OF RFP 
Contract Duration 

The District desires to enter into a contract with an effective period of 12 months with the option to 
renew up to 48 additional months. There should be a reasonable expectation of renewal unless the 
vendor fails to provide services as described in the proposal. 

Proposal Deadline and Delivery 

Proposals shall be submitted by email to the person indicated on page one of this RFP package by 
no later than 2:00 p.m. eastern standard time on Tuesday, May 11, 2021.  Prospective vendors shall 
respond to the written RFP and any exhibits, attachments, and/or amendments.  The emailed 
proposal must be submitted in .pdf, doc(x) and/or .xls(x) format.  A prospective vendor’s failure to 
submit a proposal before the deadline shall cause the proposal to be disqualified.  The District 
assumes no responsibility for delays caused by any delivery service.  Late proposals shall not be 
accepted nor shall additional time be granted to any prospective vendor. 
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Nondiscrimination 

The Twiggs County Board of Education is an equal opportunity owner/employer and will not 
discriminate against any party submitting a bid because of race, creed, color, religion, gender, 
national origin, or ADA disability status.   

Assistance to Prospective Vendors with a Disability 

Prospective vendors with a disability may receive accommodation regarding the means of 
communicating this RFP and participating in this procurement process.  Prospective vendors with a 
disability should contract the District to request reasonable accommodation.   

Proposal Submittal 
All proposals must contain the RFP name, bidder’s address, point of contact, phone number and 
contact email address.  At a minimum, the proposal must include the following elements:   

1.   A cover letter, signed by an officer of the vendor, which indicates an understanding of the 
requirements stated in this proposal and the company’s overall plan for compliance with 
those requirements. 

2.  Three references of recent past or current clients similar in size and scope to the District 
copier fleet.  The name, phone number and email address of the primary contact for each 
reference must be included.   

3.  The prospective vendor must provide complete descriptive literature of the equipment and 
services proposed. 

4.  The prospective vendor must provide a proposed implementation plan to include a pre-
installation site inspection, device installation schedule, installation and configuration of 
printer interface, assistance in connecting to the network and user training plan.   

5.  The prospective vendor must indicate the source of equipment financing (in-house or third 
party leasing company) and the type of lease being proposed. 

6.  Prospective vendors must register and participate in the federal work authorization program 
to verify information for all new employees.   

7.  Prospective vendors are required to furnish evidence that they are authorized by the 
appropriate manufacturer to sell/service the brand(s) of equipment being proposed, and that 
they have adequate equipment, finances and personnel to furnish the equipment and services 
offered satisfactorily and expeditiously. 
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Proposal Requirements 
Selection may be made without further discussion, negotiations or bidder presentations.  Therefore, 
bidder shall offer the most favorable terms in response to this RFP.  Bidder must demonstrate an 
understanding of the scope of service to be provided and the ability to provide such services.  The RFP 
shall include information that will enable the District to determine the prospective vendor’s overall 
qualifications. The District reserves the right to request additional information or clarification on any 
matter included in the proposal response to enable the District to arrive at the final award decision. 

Proposal Preparation Costs 

The District shall not pay any costs associated with the preparation, submittal, or presentation of 
any proposal. 

Proposal Withdrawal 
To withdraw a proposal, the vendor must submit a written request, signed by an authorized 
representative, to the Chief Financial Officer.  After withdrawing a previously submitted proposal, the 
vendor may submit another proposal at any time up to the deadline for submitting proposals. 

Proposal Amendment 

The District shall not accept any amendments, revisions, or alterations to proposals after the 
deadline for proposal submittal unless such is formally requested, in writing, by the District. 

Proposal Errors 

Prospective vendors are liable for errors or omissions contained in their proposals.  Prospective 
vendors shall not be allowed to alter proposal documents after deadline for submitting a proposal. 

Incorrect Proposal Information 

If the District determines that a prospective vendor has provided, for consideration in the evaluation 
process or contract negotiations, incorrect information which the prospective vendor knew or should 
have known was materially incorrect, that proposal shall be determined non-responsive, and the 
proposal shall be rejected. 

Assignment and Subcontracting 

The contractor may not subcontract, transfer, or assign any portion of the contract without prior, 
written approval from the District.  Each subcontractor must be approved in writing by the District.  
The substitution of one subcontractor for another may be made only at the discretion of the District 
and with prior, written approval from the District.  Notwithstanding the use of approved 
subcontractors, the proposer, if awarded a contract under this RFP, shall be the prime contractor and 
shall be responsible for all work performed. 

Right to Refuse Personnel 
The District reserves the right to refuse, upon proper notice, any subcontractors or any personnel 
provided by the prime contractor or its subcontractors. 
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RFP Amendment and Cancellation 

The District reserves the unilateral right to amend this RFP in writing at any time.  The District also 
reserves the right to cancel or reissue the RFP at its sole discretion.  If an amendment is issued it 
shall be provided to all vendors.  Prospective vendors shall respond to the final written RFP and any 
exhibits, attachments and amendments. 

Right of Rejection 

The District reserves the right, at its sole discretion, to accept or reject any and all proposals, 
portions thereof, to waive technicalities, to extend bid deadline, or to cancel this RFP in part or its 
entirety.  Any proposal received which does not meet the requirements of this RFP may be 
considered to be nonresponsive, and the proposal may be rejected.  Prospective vendors must 
comply with all of the terms of this RFP and all applicable state laws and regulations.  The District 
may reject any proposal that does not comply with all the terms, conditions, and performance 
requirements of this RFP.  The District reserves the right, at its sole discretion, to waive variances in 
technical proposals provided such action is in the best interest of the District.  Where the District 
waives minor variances in proposals, such waiver does not modify the RFP requirements or excuse 
the prospective vendor from full compliance with the RFP.  Notwithstanding any minor variance, 
the District may hold any proposer to strict compliance with the RFP. 

Vendor Selection 

A number of factors will be considered by the District prior to making any decision based upon the 
proposals received in response to this RFP.  The award shall be made to the responsible vendor whose 
proposal is determined to be the most advantageous to the District taking into consideration the 
evaluation criteria listed below.  Pricing is a vital criterion, but the responses with the lowest pricing 
shall not necessarily be the awarded vendor.  The selection results will be made official only after the 
Twiggs County Board of Education takes official action relative to this RFP.  The District reserves the 
right to negotiate further with any and all prospective vendor after receipt of the bids.  The District 
further reserves the right to not select any vendor or to award the contract to multiple vendors.   

Decision Criteria 
CRITERIA POSSIBLE	POINTS

Cost 50

Hardware	Proposed 10

Support	&	Service	Proposed 10

Previous	Experience	with	Similar	Accounts 20

Proximity	to	District 10

TOTAL 100
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1.  In the event products and/or services are delivered that do not meet specifications or do not 
perform as specified in the contract, the vendor will replace, repair or otherwise correct the 
issues at no additional cost to the District within thirty (30) days. 

2.  The vendor shall be responsible for all claims against the manufacturer for manufacturing 
defects. 

3.  The vendor shall not sell, assign, transfer or convey the duties under this contract, in whole 
or in part, without the prior written consent of the District. 

4.  In the event of breach or default, the District reserves the right to enforce performance in any 
manner prescribed by law or deemed to be in the best interest of the District. 

5. Trash or refuse generated as a result of the operations or activities of the vendor delivering 
products and/or services will be properly disposed of by the vendor, at vendor’s expense. 

Questions and Clarifications 
Questions and/or clarifications concerning any part of this RFP must be in writing and emailed to 
James Austin at jaustin@twiggs.k12.ga.us by the close of business on May 7, 2021.  Mr. Austin is 
the only authorized District source that can provide information regarding this RFP and such 
information will be in writing.  Both questions and answers will be shared with all prospective 
vendors who have submitted their contact email address to jaustin@twiggs.k12.ga.us 

Disclosure of Proposal Contents 

All proposals and other materials submitted in response to this RFP procurement process become 
the property of the District.  Selection or rejection of a proposal does not affect this right.  All 
proposal information, including detailed price and cost information, shall be held in confidence 
during the evaluation process.   

Severability 

If any provision of this RFP is declared by a court to be illegal or in conflict with any law, the 
validity of the remaining terms and provisions shall not be affected; and, the rights and obligations 
of the District and prospective vendors shall be construed and enforced as if the RFP did not contain 
the particular provision held to be invalid. 

PROPOSAL FORMAT AND CONTENT 

General Proposal Requirements  

Proposals should be provide a straightforward, concise description of the prospective vendor’s 
capabilities to satisfy the requirements of this RFP.  Emphasis should be on completeness and 
clarity of content.  Prospective vendors must follow all formats and address all portions of the RFP 
set forth herein providing all information requested.   
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Proposal Sections 
The proposal shall be divided into the following: 

I. Proposal Transmittal Letter 
II. Mandatory Proposer Qualifications 
III. General Proposer Qualifications and Experience 
IV. Equipment Description and Specifications 
V. Contract Sample 
VI. Cost Proposal 

If a proposal fails to detail and address each of the requirements detailed herein, the District may 
determine the proposal to be nonresponsive and reject it. 

Proposal Transmittal Letter (one page limit) 

Proposals must provide a written transmittal and offer of the proposal in the form of a standard 
business letter.  The proposal transmittal letter shall reference and respond to the following 
subsections in sequence and attach corresponding documentation as required.  The letter shall 
provide the legal entity name and the tax identification number of the firm making the proposal, and 
it shall be signed by a company officer empowered to bind the proposing vendor to the provisions 
of this RFP and any contract awarded pursuant to it.  The letter shall provide the name, mailing 
address, e-mail address and telephone number of the contract person regarding the proposal.  The 
letter shall state that the proposal will remain for one year.  It should be indicated in the letter if the 
proposing vendor plans to use subcontractors.  If so, the letter must identify the names of the 
subcontractors along with the complete mailing addresses and the scope and portions of work the 
subcontractors shall perform.  Any potential conflicts of interest of the proposing vendor or any 
individual who shall perform work under the contract must be reported.  The District reserves the 
right to cancel an award if any interest disclosed from any source could either give the appearance 
of a conflict of interest or cause speculations as to the objectivity of the offer.  Such determination 
regarding any questions of conflict of interest shall be solely within the discretion of the District. 

Mandatory Proposer Qualifications (one page limit) 

Proposals shall provide responses and documentation that indicate that the prospective vendor has 
satisfied the minimum qualifications.  Any proposal which does not meet the mandatory 
requirements and provide all required documentation may be considered nonresponsive, and the 
proposal may be rejected.  Proposals shall provide the following information: 

• Written confirmation that the proposed vendor shall comply with all provisions in this RFP.   
• Written certification and assurance of the proposed vendors compliance with: 

a.  The laws of the state of Georgia; 
b. Title VI of the Civil Rights Act of 1964 and the regulations issued there under the federal 

government; 
c. The Equal Employment Opportunity Act and the regulations issued there under by the 

federal government. 
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d. The Federal Work Authorization Program requirements to verify information for all new 
employees.  

e. The Americans with Disabilities Act of 1990 and the regulations issued there under by 
the federal government;  

f. The condition that the submitted proposal was independently arrived at, without 
collusion, under penalty of perjury; and that 

g. The condition that no amount shall be paid directly or indirectly to an employee or 
official of the District as wages, compensation, or gifts in exchange for acting as an 
officer, agent, employee, subcontractor, or consultant to the proposed vendor in 
connection with the procurement under this RFP. 

General Proposer Qualifications and Experience (one page limit) 

Proposals shall provide the following information to evidence the proposed vendor’s experience in 
delivering services similar to those required by this RFP: 

•  A brief, descriptive statement indicating the proposed vendor’s credentials to deliver the 
services sought under this RFP;  

•  A brief description of the proposed vendor’s background and organizational history; 
•  Number of years in business; 
• A brief statement of how the proposed vendor has been performing the services required by 

this RFP; 
•  Location of offices; 
•  A description of the organization including number of employees, longevity and client base; 
• A statement as to whether any of the employees or agents of the proposed vendor have been 

convicted of, pled guilty to, or pled nolo contendere to any felony; and if so, an explanation 
providing relevant details. 

• Disclosure of any pending litigation against the proposed vendor. 
• A statement as to whether, in the last ten years, the proposed vendor has filed any bankruptcy or 

insolvency proceeding, whether voluntary or involuntary, or undergone the appointment of a 
receiver, trustee, or assignee for the benefit of creditors; and if so, an explanation providing 
relevant details. 

• Three references of recent past or current clients similar in size and scope to the District copier 
fleet. The name, phone number and email address of the primary contact for each reference must 
be included.  

• Evidence that the vendor is authorized by the appropriate manufacturer to sell/service the 
brand(s) of equipment being proposed, and that they have adequate equipment, finances, and 
personnel to furnish the equipment and services offered satisfactorily and expeditiously. 
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Equipment Description and Specifications 

The prospective vendor must provide complete descriptive literature of the equipment and services 
proposed.  Proposed equipment should have features and capabilities comparable to the existing 
copiers.  All equipment should have standard copy, print, fax, network and scan capabilities with 
sort, staple and three-hole punch functions.  The model information is shown in the Overview of 
Existing Equipment section on page eleven. 

Contract Sample 

The vendor shall furnish a complete sample contract that will be the actual proposed contract 
between the District and the vendor should the vendor be awarded the contract. 

Cost Proposal 

The cost proposed shall incorporate all costs for the proposed scope of services for the total contract 
period.  The cost proposal shall provide only the proposed cost as required, and shall not include 
any other rates, amounts or information.  Any rate, amount, or information that is an alternative to 
the proposed scope of service and the justification and their benefits may be included for 
consideration.  If the proposed vendor fails to specify the cost proposal as required, the District shall 
determine the proposal to be nonresponsive and reject it.  The proposed vendor must sign and date 
the cost proposal.  Prices should include shipping and all applicable taxes.  Vendor must accept 
purchase orders. 

The maintenance agreements should be based on the payment of usage charges determined by the 
number of copies made each month.  Any other method of determining the ongoing maintenance 
costs must be explained in detail. Vendor shall quote one price for the machine rental, repairs and 
supplies (excluding paper). 

Costs must be fixed for the duration of the agreement.  The maintenance charges will pay for all 
parts and supplies except paper needed by the copier, and for all labor, travel and related expenses 
needed to perform all maintenance. 

The prospective vendor must provide a proposed implementation plan to include a pre-installation 
site inspection, device installation schedule, installation and configuration of printer interface, 
assistance in connecting to the network and user training plan.   

The prospective vendor must indicate the source of equipment financing (in-house or third party 
leasing company) and the type of lease being proposed. 

ATTACHMENT A 
Vendor will provide information on each model offered showing duplexing capabilities, paper sizes 
handling, reduction/enlargement capabilities, networking capabilities and other features. 

Ensure that the following questions are addressed in the proposal: 
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1.  Do you offer remote monitoring of copier usage, capturing click counts for billing purposes, etc? 
2. Do you provide remote vendor diagnosis of machines? 
3. What is the target service time for repairs? 
4. How many technicians do you have in this service area?  (Define the area) 
5. How are technicians dispatched when a repair is needed? 
6. What is your performance guarantee? 
7. What are your criteria for putting in a temporary replacement unit? 
8. How are defective copies (and copies run during service calls) credited? 
9. How do you ensure that supplies are available for each machine? 
10. Do you provide locked print or any other method of user intervention to hold a print job 

until the user is physically present? 
11. Do your devices provide the ability to scan documents and have them sent to user email 

accounts? 
12. Do your devices allow for faxing capability? 

OVERVIEW OF CURRENT SERVICES
CURRENT	FLEET	DESCRIPTION

Based	on	average	monthly	usage	
during	February	2016-December	2020

Loca2on Descrip2on Avg.	Monthly	Volume

Board	Office	-	data Ricoh	AFMP6001	-								b	&	w 31,148

Board	Office Ricoh	AFMP7001SP	-				b	&	w	 70,136

Board	Office	 Ricoh	MPC4501	-	b	&	w	&	color;	
features	below,	plus	booklet	
finisher	and	folder	capabiliXes	

6,756	b	&	w	
31,504color

Jeffersonville	Elementary	School Ricoh	AFMP7001SP	-				b	&	w 26,292

Jeffersonville	Elementary	School Ricoh	MPC4501-	b	&	w	&	color	 55,132	b	&	w	
26,380	color

Twiggs	County	Middle	High	School RicohAFMP7001SP	-b	&	w 131,732

Twiggs	County	Middle	High	School Ricoh	-	b	&	w	&	color	 44,868	b	&	w	
16,816	color

FEATURES	OF	ALL	COPIERS	

All	the	copiers	are	connected	to	the	District	Network	and	all	copiers	have	standard	copying,	print,	fax	and	scan	
capability	with	sort,	three-hole	punch	and	staple	funcXons.	
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