What is a Cost per Copy?

Cost per Copy is a program that maximizes savings by combining the equipment (copiers & accessories), services and supplies (except paper and staples) into one low cost. The contract is a "Cost per Copy" contract. This means that an agency pays only for the number of copies made on each machine, rather than purchasing or leasing the machines themselves. The contractor owns the machines and is responsible for all maintenance and supplies such as toner, and toner cartridges. Paper and staples are not included in the contract. All copy machines must maintain a 95 percent minimum available working time "up time" (i.e., the machines must be operational 95 percent of the time). The contractor will provide total maintenance care and service.  
Why the Cost per Copy approach?

A Cost per Copy approach provides an agency a standardized low cost copy program. The agency will receive the best value through the Cost per Copy contract’s leveraging of multiple contractors. By consolidating the State’s copier needs into one contract, we are able to take advantage of the State’s agency combined purchasing power for maximum level of services at lower costs.

What are the cost and benefits?

The Cost per Copy contract provides for a fixed price, regardless of the number of copies made and includes: all supplies such as copy toner (except paper and staples), all parts and services,

and service times are guaranteed, a machine loaner (if required), dedicated service personnel, and ongoing unlimited support transition to the latest copier technology through equipment replacement.

Agencies will no longer have to request capital funds to purchase new machines (equipment will be upgraded through the program). To determine if a replacement/upgrade is to be made, each copier's performance review, including age, downtime, service history, copy volume and copying requirements is conducted. The Contract Administrator will work closely with agencies and the contractor to manage the Cost per Copy services provided to the agencies per the contract.
What if our agency shares a copier with another agency(s), how do I make sure that their copies are not charged to our budget?

Agencies sharing copy machines are provided with unique access codes that activate copy count features only for a specific agency. The billing will be done based only on that agency's specific copy count. If your agency does not have such access code and requires one, please contact the agency’s Cost per Copy agency administrator.

How do I know the current copy count and where can I check my copier's meter reading?

Copy counts/meter reading are taken periodically/monthly/quarterly etc… by each agency or upon request by the contractor.

Instructions for obtaining the copy per specific machine can be provided by the contractor. 

How are supplies and services obtained?

All supplies/parts, i.e. toner, belt, drum and services (except paper and staples) can be obtained by contacting the contractor. Indicate the agency's name, location, machine make and model number. Delivery of supplies will be made directly to the ordering agency by the contractor.

New or substitution of Products and Services:

New products, services or substitutions required updates to a contractor’s pricing guide must be approved by the Contract Administrator (ITMO) prior to the adding of the new product, service or substitution to the contractor’s pricing guide. 

Contractor Agreements: 

No document other than a purchase order to the vendor is required for this contract.
Product Updates:

Vendors will report product updates to the Information Technology Management Office as soon as possible.  Product updates MUST be provided in electronic format to the State.  An electronic format will be emailed to Derrell Wright at dwright@itmo.sc.gov.  The State requires this information to be submitted in a Microsoft Excel 97 or higher format.  Product updates will not become effective until the contract update has been approved and posted by the State on Procurement Services Division website http://www.state.sc.us/cio/itmo/main.htm. 
FAILURE TO COMPLY WITH THIS REQUIREMENT MAY RESULT IN TERMINATION OF THE CONTRACT

WEBSITE

It is the State’s desire and goal to have each Manufacturer establish a specific web site for the State of South Carolina to provide the pricing and update processes.  The State will be working with the manufacturers to establish the web site during the term of this contract.
Contractual Administrative Issues:

· Agency and Contractor partnering together to determine agency requirements and answering questions about the overall contract and how a contractor’s offer can meet the agency’s needs within the scope of the contract.

· Process for escalating service requirements to the appropriate technical or customer service organization:


1.  If you are having a problem with a machine, call for service.


2. If the problem is not corrected, call vendor’s contract contact 
  
   
    representative.


3.  If the problem is not resolved, call the Contract Administrator 
   
      
     (ITMO) for assistance.


4.  If the problem continues to exist, the Contract Administrator (ITMO) 
 
     will send “show cause” letter to the vendor.

· Routing agency support requirement questions as appropriate.

· Ensure billing is in accordance with contractual requirements.

· If the agency and contractor cannot agree on a provision within the contract, either party can refer the issue to the Contract Administrator (ITMO) for resolution.

Authorized Partners, Product Resellers, and or Product Distributors 

State Term Cost per Copy contract awardees may have identified regional authorized partners, product resellers and or product distributors. The Cost per Copy State Term contract awardees are the only authorized purchase order fulfillers. They are the only entities authorize, on this contract, for invoice submissions and subsequent payment collections. 

