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LEARN Regional Education Service Center 

RFP: Lease and Maintenance of Copy Machines 

 

December 13, 2021 

To:  Qualified Copier Vendors 

Re:  Requests for Proposals, Lease and Maintenance of Copy Machines 

Sealed proposals for the Lease and Maintenance of Copy Machines will be received at 
LEARN, 44 Hatchetts Hill Rd, Old Lyme Ct 06371 until Tuesday January 4, 2022 at 1:00 
pm.  Thereafter, proposals will be opened in public and read aloud at LEARN 44 
Hatchetts Hill Rd on January 4, 2022 2:00 pm. 

 

Questions concerning this RFP should be directed to Rachel Brown, Business Office 
Associate via e-mail at rbrown@learn.k12.ct.us. 

 

LEARN reserves the right to accept or reject any, all or any part of the proposals, to 
waive formalities or informalities, and to make an award that is deemed to be in the best 
interests of LEARN. 
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Standard Instructions 

Introduction 

LEARN is soliciting proposals for Lease and Maintenance of Copy Machines.  If there 
are any conflicts between the instructions in theses Standard Instructions and any other 
proposal document(s), these Standard Instructions shall prevail. 

 

Key Events Dates 

Advertisement of Request for Proposal  December 13, 2021 

Public Proposal Bid Opening   January 4, 2022 

Proposal Awarded (Not Definite)   January 13, 2022  

Delivery of Copiers     January 24, 2022 

 

Proposal Submission Instructions 

One (1) original and two (2) copies of all proposals must be submitted in a sealed 
envelope clearly marked “2022 LEARN Copier Lease and Maintenance.”  If 
forwarded by mail or courier, the sealed envelope must be addressed to: 

 
Chief Financial Officer  

LEARN 
 44 Hatchetts Hill Road 
 Old Lyme, CT 06371 

 

Proposals must be stamped and received at 44 Hatchetts Hill Road by the time of the 
Public Proposal Opening date of January 4, 2022.  Postmarks are NOT an acceptable 
waiver of this policy.  Corrections and/or modifications received after the first proposal is 
publicly opened will NOT be accepted. 

 

Valid proposals must include at least one completed and signed Schedule 1 for each 
Copier Model. 
 

All information submitted must be clearly legible.  Mistakes may be crossed out and 
corrections inserted.  Corrections must be initialed by the person signing the proposal. 
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Proposals are considered valid for ninety (90) days after proposal(s) are opened.  
Proposers may not withdraw, cancel or modify their proposal for a period of ninety (90) 
days after proposal(s) are opened. 
 

Proposals must be signed by an authorized person representing the legal entity of the 
firm submitting the proposal. 

The inability to meet any specified requirement(s) must be stated in writing and attached 
to the proposal form, or written on the proposal form. 

 

Presumption of Proposer Being Fully Informed 

At the time the first proposal is opened, each proposer is presumed to have read and be 
thoroughly familiar with all proposal and contract documents for this project.  Due to 
COVID restrictions onsite visits will not be allowed.  All questions can be submitted and 
responses will be sent to all participants.  Failure or omission of proposers to receive or 
examine any information shall in no way relieve any proposer from obligations with 
respect to their proposal. 

 

Interpretation of Acceptable Work 

The specifications, proposal and contract documents are to be interpreted as meaning 
those acceptable to LEARN.  Any substantive changes or interpretations will be issued 
by LEARN in writing as an addendum. 

 

Tax Exemptions 

LEARN is exempt from Federal Excise taxes and Connecticut Sales and Use taxes.  
Firms shall avail themselves of these exemptions. 

 

Fair Employment Practices 

The proposer agrees not to discriminate against any employee or applicant for 
employment in the performance of this proposal’s work with respect to hire, tenure, 
terms, conditions, or privileges of employment due to race, sex, age, religion, national 
origin, or other condition prescribed by State or Federal law. 
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Addendums and Other Information 

Addendums or other clarifying information may be issued and will be posted to LEARN’s 
website (www.learn.k12.ct.us ) prior to bid closing date.  It is the responsibility of the 
proposer to check LEARN’s website for updated information.  All proposals must comply 
with the most recent updates at the time of submission. 

 

Awarding the Proposal 

LEARN reserves the right to accept or reject, any, all, or any part of proposals, to waive 
formalities or informalities, and to make an award that is deemed to be in the best 
interests of LEARN. 

 

End of Standard Instructions 
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Summary and Background 

LEARN is a Regional Education Service Center (RESC) operating in Southeastern 
Connecticut.  LEARN operates six interdistrict Magnet Schools and provides 
educational services for 24 school districts in the Southeastern Connecticut region. 

 

Project Purpose and Description 

LEARN is seeking proposals for 13 Copier leases and maintenance.  The specific 
requirements are listed under specifications for copier. See list of copiers being replace 
on page eight (8). 

 

Guidelines 

Purchase recommendations shall be awarded after reviewing the quality, services, price 
and date of delivery for each proposal received. 

Any conditions that the vendor wishes to place on the proposal should be clearly stated 
on the proposal, Schedule 1. 

Copiers need to be ready for delivery as soon as possible but no later than January 24, 
2022 

The specifications listed indicate the desired products/services.  If the bidder wishes to 
submit a substitute proposal, it must be accompanied by a complete list of specifications 
and clearly indicated that it is an alternate proposal.  



6 
 

Vendor Requirements 

Proposals will be accepted only from vendors authorized by the manufacturer to supply 
the makes and models offered, and who have an adequate number of trained service 
personnel employed by vendor. 

 

Proposer must have been in business providing certification services for a minimum of 
three years in the state of Connecticut prior to the opening date of this proposal. 

 

All services and equipment must comply with CT OSHA requirements. 

 

Reference checks for a minimum of three (3) clients currently using your company’s 
services must indicate high quality of service has been performed consistently. 

 

Terms and Conditions 

Contract term: The terms of the lease and maintenance agreements(s) resulting from 
this solicitation will be six years, beginning approximately February 2022.  The term may 
be extended for two, one-year periods at the option of LEARN for a total contract term 
of eight years. 

 

Delivery and installation: New Copy machines shall be delivered, installed, and made 
ready for use within 15 days after receipt of the signed contract(s).  Lease prices shall 
include delivery and installation at all LEARN locations.  

 

All copiers must be user friendly to the casual user.  Vendor will guarantee that 
adequate training, at no charge, shall be provided to the institution’s staff upon initial 
placement as well as upon request from time to time throughout the duration of the 
copier placement.  This may include training of additional staff if due to copier relocation 
or staffing changes.  Each copier will be delivered with an operator’s manual. 

 

Each machine delivered must be brand new, standard parts for latest model of regular 
stock product, currently in production with the Original Equipment Manufacturer. All 
parts are readily available and guaranteed against material defect for at least one year 
from the date of delivery and installation.  If a machine is found to be defective during 
this period the contractor shall replace the entire machine or the specific part, at the 
using department/school’s discretion, without cost to the department/school.  Re-
manufactured equipment is not acceptable.  Any machine that cannot be repaired for 
any reason within ten (10) business days of the initial service call shall be replaced with 
a loaner machine of the same or near equal capabilities. 
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Each vendor submitting a proposal must address how they will handle replacement of 
problem copiers.  This is to address equipment with performance issues which service 
and repairs cannot correct. 

 

Proposal cost will delineate all cost. The cost for supplies, maintenance, parts, labor 
and travel, training and preventative maintenance except paper must be described in 
detail.  Pricing is fixed for the length of the rental/lease term. LEARN contract is for a sic 
(6) year program. Cost of enhancements must be detailed as required in Schedule 
1. 

 

Each vendor submitting a proposal must state their maximum response time for service 
calls.  Service is to be available Monday through Friday 7:00 am to 4:00 pm except for 
State Holidays and when LEARN or its schools are closed. 

 

All supplies provided as part of this contract must be Original Equipment Manufacturer.  
Toner, etc. provided by a re-manufacturer are not acceptable. 

 

Each vendor submitting a proposal must address how they will handle upgrading or 
downgrading copiers that can no longer handle the volume being placed on them due to 
operational or other changes.  Copiers under this contract award can be ‘traded up’ or 
downsized when determined to be over/under utilized with no penalties or additional 
labor fees. 
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Specifications for Copiers 

 

You are invited to submit a proposal for lease and maintenance of copy machines for 
LEARN.  LEARN desires to lease the following number and types of copy machines: 

Six digital copy machines with network printing capability and a minimum copy speed of 
30 pages per minute.  Features include: automatic document feed, automatic duplex, 
collator, scanner, stapler, reduction and enlargement, network interface, scan to email, 
fax, trays for 5-1/2 x 8 ½ , 8 ½ X 11, and 11 x 17 inch paper, bypass feed, minimum of 
two paper trays and 600 dpi copy/print resolution. 

Two digital copy machines with network printing capability and a minimum copy speed 
of 50 pages per minute.  Features include: automatic document feed, automatic duplex, 
collator, scanner, stapler, reduction and enlargement, network interface, scan to email, 
fax, trays for 5-1/2 x 8 ½ , 8 ½ X 11, and 11 x 17 inch paper, bypass feed, minimum of 
three paper trays and 600 dpi copy/print resolution. 

Five digital copy machines with network printing capability and a minimum copy speed 
of 60 pages per minute.  Features include: automatic document feed, automatic duplex, 
collator, scanner, stapler, reduction and enlargement, network interface, scan to email, 
fax, trays for 5-1/2 x 8 ½ , 8 ½ X 11, and 11 x 17 inch paper, bypass feed, minimum 
three paper trays, and 600 dpi copy/print resolution. 

 

List of Copiers Being Replaced and Locations 

Ricoh MP3054SP 

1 Ricoh MP3054SP: 18-21 Program, 132 Boston Post Rd, East Lyme, CT 06333 

1 Ricoh MP3054SP: Marine Science Magnet High School, 130 Shennecossett Rd, 
Groton, CT 06340, Nurse’s Office Main Floor 

2 Ricoh MP3054SP: Ocean Avenue Learning Academy, 660 Ocean Avenue, New 
London, CT 06320, Kitchen 2nd Floor, Room 106 2nd Floor 

1 Ricoh MP3054SP: LEARN Main Office, 44 Hatchetts Hill Rd, Old Lyme, CT 06371, 
Young Children and Family Office 2nd Floor 

1 Ricoh MPC3004: LEARN Main Office, 44 Hatchetts Hill Rd, Old Lyme, CT 06371 
(April 30, 2022) Front Desk 

 

6 Copiers at 30 Pages Per Minute  
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Ricoh MP5054SP 

2 Ricoh MP5054SP: Marine Science Magnet High School, 130 Shennecossett Rd, 
Groton, CT 06340 Faculty Room Front/Back 2nd Floor 

2 Copiers at 50 Pages Per Minute 

 

Ricoh MP5054SP 

1 Ricoh MP6054SP: The Friendship School, 24 Rope Ferry Rd, Waterford, CT 06385, 
Staff Lounge 

2 Ricoh MP6054SP: Marine Science Magnet High School, 130 Shennecossett Rd, 
Groton, CT 06340 Faculty Lounge Science Wing Main Floor, Faculty Lounge Math Wing 
2nd Floor 

2 Ricoh MP6054SP: Regional Multicultural Magnet School, 1 Bulkeley Pl, New London, 
CT 06320, 3rd Floor, 4th Floor 

5 Copiers at 60 Pages Per Minute 

 

Total of 13 Copiers 

 

Twelve (12) of the Thirteen (13) copiers have an expiration date of January 31, 2022.  
Copier MPC3004 has an expiration date of April 30, 2022.  
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Schedule 1 

Proposal 

Complete this proposal form for each different model number. 

1. Quantity of Make/Model Number 

 

 

 

2. Features on Machine 
 
 
 

 

3. Additional Features Available 

 

 

 

4. Dimensions of Machine 
 
 
 

 

5. Warranty Terms 

 

 

 

6. Maintenance Terms 
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7. Incentives 

 

 

 

8. Cost Per Page Black & White ______ Color ______ 
 

 
9. Allowances of pages per month Black & White ______ Color ______ 

 
 
 

10. List total cost of model for each year of proposal 
 
 
 
 
 

11. List Cost by year 

 

 

 

12. List any additional conditions to your proposal here. 
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Vendor Background, Support and Management Questions 

1. How many brands of copiers do you market and support? 

 

 

 

2. Describe the copiers you would recommend for LEARN’s new proposal. 

 

 

 

3. What percentage of your organization’s business is derived from the school 
segment? 

 

 

 

4. Is your organization the direct original equipment manufacturer of the equipment 
you are proposing? 

 

 

 

5. Would you be willing to certify that your organization will provide only original 
manufacturer parts and toner for LEARN? 

 

 

 

6. Would the field service technician(s) who support LEARN be factory trained? 
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7. Would the field service technician(s) who support LEARN be A+ Network 
certified? 

 

 

 

8. How many years has the primary account manager been in the copier industry? 
Who will manage the LEARN account?   What are the credentials of the person 
who will be the primary Account Manager? 

 

 

 

9. Please list 3 (three) school references with a copier population of at least twenty 
(20) copier systems that your organization has supported for a minimum of 3 
(three) years. 

 

 

 

10. Please indicate the support program provided by your organization regarding 
average response time, management of technical personnel, training, billing and 
account reviews.   

 

 

Company Name ________________________________________________________ 

Address _______________________________________________________________ 

Authorized Signature ___________________________________ Date _____________ 


