BOONE COUNTY GOVERNMENT

Request for Proposal (RFP)
For
Copier and Fax Services

Issued: 2-2-26
Responses Due: 3-6-26
Send four paper and one electronic copy of your responses to the following

Boone County Commissioners

127 W. Main St.  Suite 400
Lebanon, IN 46052

Send all questions to the following via email
Boone County IT Department
116 W Washington St.

Lebanon, IN 46052

itdepartment@co.boone.in.us
INTRODUCTION:

A. Request for Proposal Background and Scope:

One of the primary focuses of the Boone County Information Technology Department has been the move towards improving efficiency and increased cost savings through County Wide Contracts for technology.  A component of this initiative has included reviewing the convenience copier fleet.  Recent analyses suggest there is opportunity to consolidate buying requirements and reduce costs within this program.  In addition, investigation into provider capabilities suggest that the provider offers services that can help Boone County achieve needed savings targets in the near term, while setting the stage for long-term continuous improvement.  To this end, this Request for Proposal (RFP) has the following scope:
· Establish equipment infrastructure to increase efficiency and reduce operational costs.
· Consolidate equipment specifications and buying requirements to develop integrated provider relationship.

· Implement Value Added Services to develop a comprehensive convenience copier fleet program.

· Replace Existing Fax Server Solution.
OBJECTIVES OF THE REQUEST FOR PROPOSAL PROCESS

This RFP is being issued to select a core provider for convenience Copier Fleet Services, and a Fax Server Solution.  The goal of this RFP is to identify a full-service provider with the capabilities and competitive prices to provide high quality services most efficiently.

The primary objectives of this RFP are to: 

· Develop long-term, mutually beneficial relationships with best-in-class provider(s) who will provide copier fleet services, and a fax server solution to multiple locations.
· Establish competitive pricing structure with selected provider(s).
· Institute a provider performance measurement and reporting process.
· Define standards and processes to generate consistent, efficient, and effective results for both Boone County and selected provider(s).
· Develop value-added services and processes that focus on reducing the Total Cost of Services provided for both Boone County and selected provider(s).
· Develop a multi-year contract with annual renewal options contingent upon meeting required service levels and other agreed upon performance measures.
This RFP and the subsequent evaluation process are designed to ensure that we achieve the above objectives.

Boone County will primarily use the following criteria to evaluate the bidders’ responses:

· Total delivered Cost of copier fleet services and fax server solution.
· Continuous Improvement capabilities.

· Breadth of Service Provided.

· Demonstrated knowledge of services desired.

· Verifiable references.

We encourage suppliers to be creative and develop suggestions to enhance supplier relationships, quality and service levels that will be both time and cost effective.  We reserve the right to adjust the selection criteria at our sole discretion.

Please follow the instructions in the next section to ensure that your submitted response is eligible for evaluation. 

RFP INSTRUCTIONS AND EVENT CALENDAR
Bidders should adhere to the following 3-Step process when responding to this RFP:

Step 1 – Submit Any Clarifying Questions – After thoroughly reviewing the RFP, please submit all questions by email to the following email address.  

Itdepartment@co.boone.in.us
Please submit all questions no later than 3pm on 02-20-2026.  We will distribute the answers to all questions to all bidders by 3pm 02-24-2026.  Originators of the questions will remain anonymous.
All communication regarding this RFP must be done utilizing the above email address.  Any vendor found to be communicating to any County staff outside of this email address will be disqualified from the RFP process.
Step 2 – Prepare RFP Response – This RFP contains several documents.  The Microsoft Word document that you are currently reading and an Appendix detailing Copier Fleet Specifications and Fax Server Specifications on which you are to base your proposal.

A. Please respond to all questions in detail within this Word Document.  Please keep your responses concise and to the point.  Please reply to all questions in Blue.
B. Appendix A identifies the specific copier fleet specifications that are included in the scope of this RFP.

C. Appendix B identifies the specific fax solution specifications that are included in the scope of this RFP.

D. Bidder is not authorized to modify the questions included in this word document.  Modification of questions will be considered a violation of the terms and conditions of the RFP and will disqualify the bidder from bidding on this project.

Step 3 – Submit Final RFP Response – A complete response will include the following:

· Word file (Copier Fleet RFP document) with detailed answers embedded within the document.

· A response to Appendix (Copier Fleet Specifications and Fax Server Solution) with costs for each service quoted.

· The completed information listed above must be either mailed or hand delivered to the following address no later than 3:00 pm on Friday 3-6-2026.  If mailed the package must be delivered to the Boone County Commissioners office, no later than 3:00 pm on Friday 3-6-2026.  
Attn: 
Boone County Commissioners
127 W. Main Street
Suite 400
Lebanon, IN 46052
The Envelope must be marked “Request for Proposal (RFP) For Copier and Fax Services” . 

· The completed form must be delivered in a sealed envelope.

· All RFP responses will be opened in a public meeting on Monday      3-9-2026 by the Boone County Commissioners.
· After being opened the responses will be handed over to the Boone County IT Department for review.

ADDITIONAL RFP GUIDELINES AND TERMS
Please review carefully the following guidelines and terms that apply to this RFP.  Submission of the Intent to Respond Form will be interpreted as an understanding and acceptance of these guidelines and terms:

A. Disclaimer – Boone County reserves the right to award the contract based on both costs and services.  The lowest bidder will not necessarily be the winner of the contract.
B. Right of Withdraw – Boone County reserves the right to withdrawal this RFP at any time for any reason.  Boone County also reserves the right to withdraw the award of the contract at any time for any reason prior to the signing of the contract.
C. Award of Contract – To the extent that the Boone County Commissioners award a contract, it will be awarded to the company deemed best suited by the Boone County Commissioners, in its sole discretion, to meet Boone County’s needs.  The Boone County Commissioners reserve the right to either place the entire order with one provider, or to split it by whole groupings among several providers.
D. Volumes and Business Profile – All volumes and business profiles are projections only.  Both volumes and business profiles may change due to changes in business strategy or external business conditions.
E. Legal Authority – The proposals sent in response to this RFP must be signed by a person having legal authority to bind the bidder.  In the event of a discrepancy, written figures will take precedence over typed figures.
F. Bidder Selection and Presentations – Following our analysis of all RFP responses received, finalists may be asked to give a capability presentation to our selection committee.
G. Proposed Contract Term – The intended initial term of the Service Agreement will be three (3) to five (5) years, nominally commencing 4-1-2026.  Boone County reserves the option to further extend the contract beyond the initial period; the parties to the Service Agreement will work together to institute this process.

H. 30 Day Termination Notice – All contracts must include a 30-day termination upon written notice by the Boone County Commissioner’s Office.

REQUESTED INFORMATION

A. Introduction

Boone County has a very robust technology environment and support system in place.  Boone County is interested in furthering improvement in efficiency through technology by implementing a County Wide Copier Solution, and a Fax Server Solution.
B. Scope of Services

Boone County has identified the expected services to be provided by the selected vendor(s).  The information, statements and requests in this Request for Proposal represent a “best case” scenario.  Please make every effort to provide a comprehensive and cohesive company-wide plan.  If specific items are not possible, identify them and propose alternatives.
Provision of Equipment

The selected provider will provide digital Multi-Function Products (MFP’s) to Boone County’s Offices and subsidiaries as requested, anywhere in the County at no additional charges for delivery, installation, or training.  Equipment specifications are included in Appendix A.
1. Each machine should be new, having never been previously owned and/or used in any capacity.  Used, remanufactured, refurbished, recycled or discontinued parts do not qualify as new.  Provide for each machine the Product Manufacture Status year of original introduction and a manufacturer’s certification signed by the OEM (Original Equipment Manufacturer) stating that the equipment is new.

2. Each selected provider must make every effort to ensure that the proposed equipment can fit into the space(s) indicated, and the voltage supply is adequate for each unit being proposed.  Successfully selected provider is responsible for conducting a site survey to determine if power source and clearances are compatible with the machines being offered by class and by location in this RFP.

Network Connectivity

1. The selected provider shall work with Boone County’s IT Department to assist in the set-up and installation of equipment for print, fax and scan capabilities.  The selected provider will provide Windows 10/11, Linux Redhat 3 drivers and other software available for the management of the equipment and/or user interface.  

Maintenance and Services
1. The selected provider will provide full-service maintenance for all equipment leased under this agreement.  Maintenance includes the provision for all service trouble calls, annual preventive maintenance on all machines and scheduled service calls and machine parts.
2. All Service Technicians must be factory-trained by the OEM.  The maximum service response time by phone from selected provider is two (2) hours from receipt of the service call, 8 hours per day, 5 days a week.  If the problem cannot be corrected by phone, the service technician shall be on-site within four (4) hours from service call to correct paper jams, poor quality, and all other machine malfunctions between regular business hours (8:00 am to 4:00 pm, Monday through Friday).  The intent of these services is to ensure that no area is without copying, printing and/or fax capability for more than four (4) hours.

3. If the equipment cannot be repaired within two (2) working days from request of service, the selected provider shall provide a “loaner” machine of similar make and model at no additional expense to Boone County the next Business day.  
Equipment Delivery, Installation and Training
Delivery and Training Schedule – Delivery of the equipment must be scheduled with Boone County’s IT department.  Training will be provided by the selected vendor in each office where an MFP is placed.  Individual training times will be set up by the IT Department with each office.  The training will take place in each office and will be provided by the selected vendor.  A separate Administrator’s training course will also need to be scheduled with the IT department.
Migration from existing equipment
The chosen vendor is required to migrate all configurations settings on existing copier fleet to new equipment including but not limited to all network configurations, scanning, faxing and printing configurations as well as all address books and frequently used buttons that have been programmed on existing equipment.

Equipment Installation after Initial Contract Implementation – Delivery/Installation of all after initial installation equipment must be scheduled through the Boone County IT Department.

Safety Standards

1. All equipment and services must comply with the current applicable Occupational Safety and Health Standards, the National Electric Code, and the National Fire Protection Association Standards.

2. The successfully selected provider shall furnish all digital MFP’s with surge protectors and will ensure that each device is properly grounded.  In each case where MFP’s require specific receptacles, these shall be furnished and installed by the Boone County Facilities Team
Storage and Inventory of Supplies


The selected provider will be responsible for maintaining an adequate inventory of equipment, parts and supplies.

References


A maximum of three (3) verifiable references must be included in response.  Company name, Contact person, Contact Title and Contact number must be included.
Pricing

All proposals should contain total and individual costs.  Pricing should include options for three, four and five year periods with a Fair Market Value Lease option at the end.  Pricing should also be provided that demonstrates the costs for unlimited pages per month.
Indicate and note all other costs not included.

Invoicing

The selected provider shall provide a single consolidated monthly invoice to include model and serial number, location, total meter volume, black/white-copies per location and color copies per location.  All invoices will be mailed to:

Attn: Boone County Commissioners’ Office
127 W. Main St
Suite 400
Lebanon, IN 46052

Appendix A – Copier Fleet Specifications

                Boone County has established primary levels of equipment based on monthly volume and end user analysis.  Due to the variations of equipment models, each selected provider shall propose a model that most closely fits the monthly volume requirements.  Boone County is interested in selecting machines that have the most machine functionality and capability for the price.

1-50 ppm, Tabletop Equipment includes B/W/Color digital copy, print, fax and scan capabilities.  

Machines to be included in proposal delivered and installed.

13 - Level 1 – 45+ ppm, Equipment includes B/W digital copy, print, fax and scan capabilities.  Minimum four paper sources and external finisher.

Machines to be included in proposal delivered and installed.

6 - Level 2 – 45+ ppm, Equipment includes B/W digital copy, print, fax and scan capabilities.  Minimum four paper sources, and external finisher 3-hole punch.

                Machines to be included in proposal delivered and installed.

8 - Level 3 – 65+ ppm, Equipment includes B/W digital copy, print, fax and scan capabilities.  Minimum four paper sources, and external finisher.

                Machines to be included in proposal delivered and installed.

10 - Level 4 – 45 ppm, Equipment includes B/W digital and Color copy: print, fax and scan capabilities.  Minimum four paper sources, envelope cassette and external finisher.
All Devices Include Print Management with five-year maintenance and support

Devices Include Digital Fax with five-year maintenance and support
                                   Machines to be included in proposal delivered and installed.

Copier Fleet General Specifications

The specifications provided consist of a general list of features to be standard on each machine.  Features listed as standard must be included in the equipment cost of the system.

1. All equipment must use digital scan once, print many technologies. 

2. All equipment must effectively utilize standard 20 lb. xerographic, laser and/or recycled 20 lb. paper and a range of other various weights.

3. All equipment must be equipped with meter or device to track department copy, print, fax and scan usage.  The equipment must have different meters to track black/white copies and color copies.

4. All Equipment shall be equipped with:

a. Automatic Document Feeder

b. Automatic Duplexing

c. Pre-set reduction and enlargement standard settings must be available besides 50%-200% zoom selections at 1% increments.  

d. Finisher for all Levels to include multiple position stapler

5. All toner delivery must be provided with either a packing slip or label on the toner cartridge that clearly identifies the following.  All items must be included.

a. Office/Department Name

b. Copier Name/Model

c. Physical address

d. Service Tag # of device that was provided by vendor at deployment.

Appendix B – Fax Server Solution
· Solution must support Cloud based infrastructure.
· Solution must have a web interface for management and access by the end user population.  
· Web interface must support user level account creation that limits the viewing and modification, deletion of old sent and received faxes, viewing of old and received faxes to the user’s own MFP.  
· Solution must integrate with Copier Fleet.
· Solution must offer Confirmation page functionality. 
· Solution must offer address book and blast fax functionality from both the Copier and the web interface.

Confidential Information

The information contained in this Request for Proposal is confidential and proprietary to Boone County and is to be used by the recipient solely for the purpose of responding to this RFP.  This RFP shall be returned to Boone County upon demand.

