PHOTOCOPIER GUIDELINES
To start process to purchase or lease a machine

Effective:  10/02/19
1) Contact Business Services – Procurement (Vickie at x2210) for information about purchase and lease options. Procurement can help determine what is available for new equipment features - which features are standard and which ones may cost more if added as an option.

· All purchase, lease, and maintenance contracts must be handled by Business Services – Procurement (Vickie at x2210).  

2) How to get a quote for a new machine / approved vendors:

Departments do not need to go out for bid. Procurement will do bids if departments want to ensure the best price. Departments are required to get a quote from the contract vendor, according to step 3 below.  
· All purchases (no matter the dollar amount):   Business Services – Procurement will order product after receiving a quote and entered into GrizMart using the Purchase/Lease Copier Form.  Business Services – AP will process payments.

· Leases:   Business Services – Procurement will order the equipment after receiving a quote and entered into GrizMart using the Purchase/Lease Copier Form.  Business Services – AP will process all payments.
· Maintenance – A separate quote must be included with the purchase or lease quote to be included in your GrizMart Purchase/Lease Copier Form.  Business Services – AP will process all payments.

3) Quotes from vendors to include the following:
The quote must site the NASPO Value Point contract #3091 and the pricing listed on the quote must match the NASPO contract pricing for each item or feature added.
· Lease quote must include:

· Purchase Price by each component

· Lease Price by each component

· Campus Standard features that must be included in the configuration of your new machine:  Data Security Kits, New Surge Protector, and PDF Searchable

· Trade-In value of old machine, if applicable

· Removal of hard drive of old machine, if applicable

· Maintenance agreement price and instructions on how meter reads are submitted to the vendor.

· Purchase only quote must include: 

· Purchase Price by each component

· Campus Standard features that must be included in the configuration of your new machine:  Data Security Kits, New Surge Protector, and PDF Searchable

· Trade-In value of old machine, if applicable

· Removal of hard drive of old machine, if applicable

· Maintenance agreement price and instructions on how meter reads are submitted to the vendor.

4) Approved brands and vendors:
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	Fisher’s Technology

Shannon Sanden

2825 Stockyard Rd, A-19

Missoula, MT 59808

406-625-7062

ssanden@fisherstech.com 

J&H Office Equipment

Dan Nagel

5650 W. Harrier Dr., Ste F

Missoula, MT 59808

406-370-4517

dnagel@jhoe.com

	Anders Business Solutions

Shannon Davenport

1525 S Russell St

Missoula, MT  59801

406-549-4143

shannond@andersbusiness.com  

Fisher’s Technology

Shannon Sanden

2825 Stockyard Rd, A-19

Missoula, MT 59808

406-625-7062

ssanden@fisherstech.com 


	Office Solutions & Services

Frank Sheehy

1020 North Ave West

Missoula, MT   59801

406-541-2020

frank@os2inc.com
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	Fisher’s Technology

Shannon Sanden

2825 Stockyard Rd, A-19

Missoula, MT 59808

406-625-7062

ssanden@fisherstech.com 

Information Technology Core

Kurt Bjorgen

830 Front Street

Helena, MT 59601

406-546-8110

kurt@goitc.com 
	360 Office Solutions

Mark LaFave 

821 N Last Chance Gulch

Helena, MT  59601

406-371-9088

mlafave@360-os.com 


	Mountain West Office Solutions

Bruce Porch

1525 S Russel St

Missoula, MT 59801

406-728-7763

bruce@mwoswmt.com  




NOTE (campus requirement):  New copiers with a hard drive must include a feature that secures the data on the copier. The data security feature may be described differently among the vendors. In addition, removal of the hard drive of the old machine prior to trade-in or disposal is a campus standard. The vendor will remove the hard drive and give to the University to destroy. A separate purchase order will be written for the removal of the hard drive, when necessary.

5) All trade-ins must be approved by Business Services – Property Management.  Leased machines cannot be used as a trade-in.  Procurement may help getting a list of surplus machines that may be used as trade-ins on any bid or order request.
6) State term / NASPO contract pricing for reference:

If departments decide to purchase a machine on a State Term Contract or through the NASPO contract, Procurement may still send the purchase out for bid to find out if the University is getting the best price.

· The State Term Contracts are found on State of Montana website:  http://svc.mt.gov/gsd/apps/termcontractdefault.aspx  
At this time, the only State Term Contracts we have are the NASPO contracts. These NASPO contracts are listed on the State’s website. 
NASPO Value Point contract #3091 
Pricing for Canon:  http://naspo.usa.canon.com/montana/index.html 
Pricing for Konica Minolta:  https://kmbs.konicaminolta.us/wps/wcm/connect/newweb/85e56ac4-ddbe-4c01-a358-ff75993cbd0f/NASPOVP_3091_MT_Catalog_8_16_2019.pdf?MOD=AJPERES&CONVERT_TO=url&CACHEID=ROOTWORKSPACE.Z18_H0261AK0LG7QE0AE0BVQU730H1-85e56ac4-ddbe-4c01-a358-ff75993cbd0f-mOVVovb 

Pricing for Kyocera:  Contact 360 Office Solutions or Vickie Voss for catalog.

Pricing for Sharp machines are on:  http://www.sharpgov.com/portals/38/pdfs/NASPO_ValuePoint_Montana_Catalog.pdf

Pricing for Xerox machines are on:


www.portal.xerox.com/NASPO-Montana
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