
FM-3191 Rev. (07-09)

THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA
SCHOOL BOARD ADMINISTRATION BUILDING

1450 Northeast Second Avenue
Miami, FL  33132

BIDDER QUALIFICATION FORM

  
  

Direct all inquiries to Procurement Management
Services.

BID NO.
BID TITLE

BUYER NAME:

E-MAIL ADDRESS:
PHONE: (305)
FAX NUMBER:
TDD PHONE: (305) 995-2400

The submission of the bid by the vendor, acceptance and award of the bid by The School Board of Miami-Dade County, Florida, and
subsequent purchase orders issued against said award shall constitute a binding, enforceable contract. Unless otherwise stipulated in the
bid documents, no other contract documents shall be issued.

Bids will be accepted until 2:00 PM on _________________________ in room 351, School Board Administration Building, 1450 NE 2nd
Avenue, Miami, FL 33132, at which time they will be publicly opened.  Bids may not be withdrawn for ________ days after opening.
(Refer to Instructions to Bidders, para. IV.B.)

The Bidder shall hold harmless, indemnify and defend the indemnities (as hereinafter defined) against any claim, action, loss,
damage, injury, liability, cost or expense of whatsoever kind or nature including, but not by way of limitation, attorney's fees and
court costs arising out of bodily injury to persons, including death, or damage to tangible property arising out of or incidental to
the performance of this contract (including goods and services provided thereto) by or on behalf of the Bidder, whether or not
due to or caused in part by the negligence or other culpability of the indemnity, excluding only the sole negligence or culpability
of the indemnity.  The following shall be deemed to be indemnities:  The School Board of Miami-Dade County, Florida, its
members, officers and employees.

II.  INDEMNIFICATION 

III.      PERFORMANCE SECURITY, is required on this bid. YES NO
Refer to INSTRUCTIONS TO BIDDERS, para. VII./IF PERFORMANCE SECURITY IS REQUIRED, PLEASE INDICATE THE
TYPE TO BE FURNISHED: Performance Bond Check  (Cashier's, Certified, or equal)

An original, manual signature is required on the Bidder Qualification Form.
(Bidder is requested to use blue ink, do not use pencil)

Legal Name of Vendor
Mailing Address
City Zip Code

Telephone No.

By: Signature (Original)
Of Authorized Representative Date
Name (Typed or Printed)
Of Authorized Representative Date

State

Fax No.

I.  
I certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm, or person
submitting a bid for the same materials, supplies, or equipment, and is in all respects fair and without collusion or fraud. I
agree to abide by all conditions of this bid; and I certify that I am authorized to sign this bid for the bidder.
Vendor certifies that it satisfies all necessary legal requirements as an entity to do business with The School Board of
Miami-Dade County, Florida. 

A.  
BIDDER CERTIFICATION AND IDENTIFICATION

B.

C. I certify agreement with the School Board of Miami-Dade County Business Code of Ethics, and agree to comply with this
Code and all applicable School Board contracting and procurement policies and procedures. (School Board Rule 6Gx13-
3F-1.025) 

E-mail Address

D. I certify that I, nor my company or its principals, or any wholly owned subsidiary are currently debarred or in default  of
any bid, purchase order or contract with the School board or any other private or governmental entity.  

IV.      FLORIDA CERTIFIED SERVICE-DISABLED VETERAN BUSINESS ENTERPRISE, please indicate: YES NO



DISCLOSURE OF EMPLOYMENT OF FORMER SCHOOL BOARD EMPLOYEES

Pursuant to School Board Rule 6Gx13- 3F-1.025, which may be accessed at
http://www2.dadeschools.net/schoolboard/rules all bidders, proposers, consultants, and contractors are required
to disclose the names of any of their employees who serve as agents or principals for the bidder, proposer or
contractor, and who within the last two years, have been or are employees of the School Board. Such
disclosures will be in accordance with current School Board rules, but will include, at a minimum, the name of
the former School Board employee, a list of the positions the employee held in the last two years of his or her
employment with the School Board, and the dates the employee held those positions. 

NAME LIST OF POSITIONS DATES EMPLOYEE HELD POSITION

FM-3191 Rev. (07-09)

LOBBYISTS

Board rule 6Gx13-8C-1.21, delineates the policy regarding lobbyists. Pursuant to this
rule, lobbyists shall complete annually, a Lobbyist Registration Form, and pay the
annual registration fee. The Board rule may be accessed at  
http://www2.dadeschools.net/schoolboard/rules/. 













 

 FROM: AFFIX 
P O S T A G E 

HERE 

THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA 
             PROCUREMENT MANAGEMENT SERVICES

ROOM NO. 352 BID BOX 
1450 N.E. 2ND AVENUE 

MIAMI, FLORIDA 33132 

BID NO.:   
BID TITLE:   

BID OPENING DATE:   



 
 

 

Signature  

Title   

 

THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA 
           Procurement Management Services

NOTICE OF PROSPECTIVE BIDDERS 

NO BID 
I f  not submitting a bid at this time, for informational  purpose only,  detach this sheet from the  
b id  documents ,  complete  the  informat ion requested,  fo ld  as  indicated,  s taple ,  a f f ix  postage  
and return address,  and mai l .  NO ENVELOPE IS NECESSARY.  

NO BID SUBMITTED FOR REASON(S) CHECKED AND/OR INDICATED: 

Our company does not handle this type of product/service. 
We cannot meet the specifications nor provide an alternate equal product.  
Our  company is  s imply not  interested in  b idding at  th is  t ime.  
OTHER, (Please specify) 

We do not want to be retained on your mailing list for future bids for this type 
or product and/or service. 

Company 

NOTE: Fai lure  to  respond,  e i ther  by  submit t ing  a  b id  or  th is  completed form,  may resul t  in  
your company being removed from the School Board’ s bid list. To qualify as a  
respondent to the bid, vendor must submit a NO BID. 



Vendor Information Sheet

2.  Telephone/Fax/Contact Person

Name of Firm, Individual(s), Partners or Corporation

City State Zip Code

3.  Ownership Disclosure

__________________________________________
Contact Person

E-mail address

Telephone number

Fax number

1A.
Federal Employer Identification Number

Or 
Owner's Social Security Number

1B. 

Street Address

If the contract or business transaction is with a corporation, partnership, sole proprietorship,or joint venture, the full legal name 
and business address shall be provided for the chief officer, director, or owner who holds, directly or indirectly the majority of the 
t k hi If th t t b i t ti i ith t t th f ll l l d dd h ll b id d f

Title Gender
Race-
ethnicity Stock Ownership 

 

 

 

 

 

NOTE: The information provided by the vendor on this form should be consistent with that provided on the "Vendor's 
Application".  All vendors must have a current vendor's application on file with M-DCPS, and have provided information and/or 
be familiar with M-DCPS' policy regarding the following: (a)  Employment Disclosure, (b)  Drug Free Workplace, (c)  Family 
Leave Policy, (d)  Code of Business Ethics, (e)  Conflict of Interest, (f)  Perception, (g)  Gratuities, and (h)  Business Meals.  
Failure to provide M-DCPS a current vendor application may cause the vendor not to be awarded any new business with M-
DCPS.  Vendor applications can be downloaded at:  http://procurement.dadeschools.net

stock or ownership.  If the contract or business transaction is with a trust, the full legal name and address shall be provided for 
each trustee and each beneficiary.  Post Office addresses are not acceptable.

Name Address



MIAMI-DADE COUNTY PUBLIC SCHOOLS 
BID PROPOSAL FORM (FORMAT A)            TO: THE SCHOOL BOARD OF MIAMI-DADE COUNTY 
FLORIDA 
BID 

033-KK11 
BUYER 

Vanessa Flores 
PAGE 

SC 1 
TITLE 

MULTIFUNCTIONAL DEVICES, COPYING EQUIPMENT, SERVICE AND SUPPLIES 
 

 

SPECIAL CONDITIONS 
 
1. PURPOSE: The purpose of this bid is to establish a contract to purchase, lease, and maintain 

multifunctional devices, copying equipment and supplies at Miami-Dade County Public Schools.  The term of 
the bid shall be for twenty-four (24) months from date of award and may, by mutual agreement between The 
School Board of Miami-Dade County, Florida, and the awardee(s), be extended for three (3) additional, one 
(1) year periods and if needed, ninety (90) days beyond the expiration date of the current contract period. 
The School Board of Miami-Dade County, Florida, through Procurement, may consider extending, request a 
letter of intent to extend from the awardee(s), prior to the end of the current contract period.  The awardee(s) 
will be notified when the Board has acted upon the recommendation.  All prices shall be firm for the term of 
the contract. The successful vendor(s) agrees to this condition by signing this bid. 
 
M-DCPS may amend the current bid by mutual agreement with awarded vendors at the beginning of each 
renewal period.  All awarded vendors of the bid will be notified in writing of the addendum. 

 
2. EVALUATION AND AWARD:  The Copier Review Committee will evaluate all bids submitted.  Evaluation 

criteria will be based on the life cycle cost principle, i.e. cost of the device/machine, cost of supplies (except 
paper) and cost of service, divided by various volume levels, to provide a cost per copy at given volumes.  
Vendors will be evaluated on the bid proposal for the classes submitted and is not required to bid all classes 
for award. 
 
Each recommendation for award will be made to the responsive and responsible bidder submitting the 
lowest cost per copy device/machine, meeting specifications per class.  There may be three (3) awards for 
purchase and three (3) awards for lease with an option to purchase, for each item listed in the bid. An 
alternate award may be made for each item listed in the case that any of the awards are defaulted during the 
initial contract period. 
 
The Copier Review Committee will verify proper placement of devices/machines according to the 
specifications of each of the eight (8) monochrome classes, plus three (3) color classes.  Equipment not 
meeting these specifications will be disqualified.  Manufacturer’s recommended monthly volume will be 
verified against published independent testing sources at the sole discretion of M-DCPS.  If no independent 
testing had been performed on the equipment, the committee will take seventy five percent (75%) of the 
capacity recommended by manufacturer. 
 

3. BID SUBMITTALS: Bidders are requested to submit one (1) original (clearly marked) and three (3) 
copies of their bid, each in bound form, with all pages identified with the bid number, and properly dated.  In 
addition, bidders are requested to submit one (1) thumb drive containing the hard copy bid submittal 
information. Bidders are required to submit, with their bid package, all information requested in the attached 
specifications. Failure to provide documentation with the bid may result in the bid not to be considered for 
award. 
 
 
 



MIAMI-DADE COUNTY PUBLIC SCHOOLS 
BID PROPOSAL FORM (FORMAT A)            TO: THE SCHOOL BOARD OF MIAMI-DADE COUNTY 
FLORIDA 
BID 

033-KK11 
BUYER 

Vanessa Flores 
PAGE 

SC 2 
TITLE 

MULTIFUNCTIONAL DEVICES, COPYING EQUIPMENT, SERVICE AND SUPPLIES 
 

 

SPECIAL CONDITIONS CONTINUED 
 

4. FORMAT OF BID SUBMITTALS: The Bid Package should be submitted in bound volumes on 
standard 8-1/2" x 11" paper. All information is requested to be assembled and indexed in the order 
indicated below. Binding, covers and section dividers to be used at the vendor's discretion. 
 

Section 1 Cover Letter 
Section 2 Signed Bidders Qualification Form, Addendum (if any), Vendor 

Information Sheet, Occupational License, Proof of Local Dealer 
Authorization, and Insurance Documentation 

Section 3 Bid Proposal Form 
Section 4 Acquisition Information Sheet(s)– Class One 
Section 5 Acquisition Information Sheet(s)– Class Two 
Section 6 Acquisition Information Sheet(s)– Class Three 
Section 7 Acquisition Information Sheet(s)– Class Four 
Section 8 Acquisition Information Sheet(s)– Class Five 
Section 9 Acquisition Information Sheet(s)– Class Six 
Section 10 Acquisition Information Sheet(s)– Class Seven 
Section 11 Acquisition Information Sheet(s)– Class Eight 
Section 12 Acquisition Information Sheet(s)– Color One 
Section 13 Acquisition Information Sheet(s)– Color Two 
Section 14 Acquisition Information Sheet(s)– Color Three 
Section 15 List Price and discount & co-terminus cost for Accessories and 

Multifunctional Options 
 
In addition to submitting this bid package, fully completed and signed, vendors are required to submit the 
attached Acquisition Information and Description and Characteristics forms for each product being 
considered for award. Vendors are requested to submit a price list and/or catalog for all available products 
accompanying the bid.  Failure to submit an Acquisition Information and Description and Characteristics 
form in the required format may cause the product not to be considered for award. 
 
Service costs must be stated separately.  Supply costs, for the life of the device/machine, may be included 
in the purchase or lease price.  Package plans, e.g. plans bundling service (maintenance) and supply costs, 
will not be considered for award.  Failure to provide service costs in the format indicated on the 
Acquisition Information Form may result in the bid not to be considered for award.    
 
Price lists, brochures, and/or catalogs should provide full product information and support the required 
specifications.  Submittals accompanying a vendor’s bid are considered a part of the bid. 
 
 
 
 



MIAMI-DADE COUNTY PUBLIC SCHOOLS 
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MULTIFUNCTIONAL DEVICES, COPYING EQUIPMENT, SERVICE AND SUPPLIES 
 

 

SPECIAL CONDITIONS CONTINUED 
 

5. PRE-BID CONFERENCE:  A non-mandatory pre-bid conference will be held Wednesday, August 18th at 
1:30 p.m., ITS Technology Learning Center, Lecture Room 1, 13135 SW 26 Street, Miami, Florida, 
33175.  Pre-Bid Conference attendance by the bidder or his qualified representative is highly encouraged.  
Questions regarding the bid contents will be addressed at the Pre-Bid Conference.   

 
6. UL/CSA/ETL APPROVAL:  All electrical equipment shall bear the approval symbol or name of Underwriters’ 

Laboratories, Inc., The Canadian Standards Association or ETL Testing Laboratories. 
 

7. DATA SECURITY: Miami-Dade County Public Schools (M-DCPS) is required to comply with local, state, 
and federal privacy statutes regarding student and employee data. For this reason, The District must be 
provided with the ability to clear document data from non-volatile memory such as hard drives, solid state 
memory, etc. on a regular basis and especially before a device/machine is to be removed from District 
service. A device/machine is not to be removed before this has been accomplished. The data may either be 
deleted or the hard drive removed before the machine’s hard drive leaves the premises or may be deleted 
on an ongoing basis by configuring the machine to delete and overwrite the images after they are no longer 
required.  Any method used is at no additional cost to The District. This data overwrite is the preferred 
method as the images will not be kept at all and will therefore not raise security concerns. Regardless of the 
method used, all copiers must come into The District with some form of security. The District’s Network 
Security Standards state that any vendor that comes into possession of District data must act as an 
extension of The District and handle it in a confidential manner. In this case the vendor must notify The 
District immediately and not share the data with anyone. In addition, the M-DCPS Network Security 
Standards require that all wireless devices have all security features turned on. Any device/machine fitted 
with wireless capabilities must be locked down to ensure the confidentiality of the data being transmitted to 
and from the machine and any data that may be in memory. Prior to de-installation of any unit within The 
District, the vendor shall remove any stored copy/print/scan job data from each unit's memory at no charge 
to The District. The vendor, at a minimum, will provide a form indicating a data security device has been 
installed on the machine/device. The vendor should also provide a third party certificate verifying the data 
security device removes any data stored on the multifunctional product (MFP). 
 

8. PRICES:  All bid prices shall include delivery to user location, installation and setup, which includes a 
regular, full size complement of consumable supplies, except paper (irrespective of whether the machine 
includes a “start-up-kit” from the manufacturer), training and all charges for removal of traded equipment. 
Bidders are limited to one (1) price configuration per model, per acquisition plan, i.e. do not submit multiple 
class three purchase acquisition sheets for the same model device/machine.  Do not submit acquisition 
information sheets for more than one (1) model per sheet.  A stand must be included on tabletop models 
and any other braces or parts to make the device/machine function totally, as bid.   
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SPECIAL CONDITIONS CONTINUED 
 

All bid prices shall include 3 paper cassette trays suitable for sizes mentioned below and must not require 
tools to transition to another size: 
 
Classes 1 thru 8 
8 ½ x 11 
8 ½ x 11R 
8 ½ x 14 
11 x 17* 
*class 1 does not include 11 x 17 
 
The device/machine classes which have By-pass trays must accommodate printing on 4 1/8 x 9 ½ up to 11 
x 17(exception-class 1 no 11x17). Sheet Bypass feeders shall not be substituted for paper feed source 
requirements.  A stand or paper feed module complete with braces or parts shall be included in bid price if 
required for the device/machine to function as bid.   
 
All bid prices shall include a meter or auditor key, data security, as well as, a network printer card.  The 
equipment of this bid shall be furnished with all standard features indicated by the manufacturer’s technical 
documentation or by the applicable publications of this specification.  Other equipment feature options, as 
available, may be required to meet these specifications and additional options may be accepted if offered.  

 
9. INVOICING AND PAYMENT: Currently all M-DCPS invoices denote that all invoices be sent to Accounts 

Payable. However, for this bid, invoices shall be sent to the location in which the device/machine is ordered, 
i.e. school location or Contract Financial Services (CFS).  
 

If CFS, see address below: 
M-DCPS, Contract Financial Services (CFS) 
13135 S. W. 26 Street 
Miami, FL 33175  
 

It is specified on the purchase order in the “Item Description” where to send invoices if ordered from CFS.  If 
a school location orders an item and the invoice is sent to CFS, the invoice will be returned to the vendor.  
 
In order for M-DCPS to issue payment to the vendor, the invoice must have the proper information as well 
as the supporting documents. The invoice and supporting documents shall contain the following information: 
 

1. Invoice -District's purchase order number, ship to location name and address, quantity, price and 
part (make, model, ID no. and class of device/machine). 

2. Delivery Form (Packing slip) - with make, model, serial no., ID no., software & manual as well as 
date printed & signed name of M-DCPS staff.  

3. Maintenance Term Agreement - Include warranty period, top stop, cost per copy and monthly 
charge. 
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MULTIFUNCTIONAL DEVICES, COPYING EQUIPMENT, SERVICE AND SUPPLIES 
 

 

SPECIAL CONDITIONS CONTINUED 
 

4. Pickup Form - Include the make, model, serial and ID number of outgoing device/machine as well 
as date, printed & signed name of M-DCPS staff. 

5. Installation Form - Include new device/machine information, name and signature of M-DCPS staff, 
date and phrase, “This device/machine is fully functional and Network Connected as of (vendor fills 
in date)”. 

6. Data Security form/certificate – Indicate how device disposes of stored data on the device/machine. 
 
If the item, quantity or price is other than what is specified on the purchase order, vendor must notify M-
DCPS immediately before shipping. M-DCPS must authorize changes prior to shipment. 
 
The vendor may be requested to reduce the monthly invoice by a percentage (2-5%). The invoice could be 
generated with or without the retainage. However, if M-DCPS requests a retainage, the invoice will be paid 
with the retainage discount. When the reconciliation for that year is completed, the retainage taken on any 
invoice will be taken into consideration. If money is due to M-DCPS, the vendor will credit M-DCPS on a 
date provided by M-DCPS. 
 
M-DCPS is tax exempt and therefore does not pay taxes. The payment terms of The District are net 30 days 
after receipt and acceptance of item(s). M-DCPS does not pay any late fees, shipping, labor or handling 
fees. 
 
Invoices not submitted in accordance with the procedures and requirements defined herein will not be 
processed for payment and will be returned to the vendor.  If invoice is returned due to incomplete 
information, it can only be re-billed when all the previously omitted information has been obtained by the 
vendor. The re-build invoice must include original invoice and credit memo of the original invoice. 
 
Each device/machine delivered to each location indicated on the purchase order under this contract, shall 
include a certification letter from the manufacturer that states the manufacturing status of the 
device/machine and references the serial number of the delivered device/machine.  A copy of this 
certification letter for each machine shall also be forwarded with the initial invoices. Procurement 
Management may request a copy of the certification at any time during the life cycle of the device/machine. 
Failure to provide this letter as indicated may cause the items awarded to be considered in default. 
 
Contract monthly service charges are to be billed monthly or quarterly in arrears.  Copy volumes stated in 
purchase orders are estimates for order purposes only.  No guarantee is expressed or implied, as to copies 
that will be used during the contract period.  Service invoices must include the beginning and ending meter 
dates and beginning and ending meter reads.  Service invoices must charge for actual copies used through 
quarterly or annually reconciliation. 
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SPECIAL CONDITIONS CONTINUED 
 
Upon mutual agreement, contract monthly service charges may be billed on an aggregate summary basis 
as follows: 
 
1. Contract monthly service charges to be billed monthly, quarterly or annually in arrears on summary 

invoices (for those units identified by M-DCPS). 
 

2. Invoice at a fixed volume — The first year after award, the vendor will bill M-DCPS the amount listed on 
the bid sheet.  The monthly volumes can be reviewed by M-DCPS and the vendor throughout the year 
to determine if volume needs to be updated. The volume will only be updated if vendor and M-DCPS 
agree to new volume amount. 

 
3. Usage will be reconciled annually (or when deemed necessary by M-DCPS) on an aggregate basis. 

Vendor submits invoice to M-DCPS for excess volume used but not to exceed the maximum total 
monthly amount. If the volume exceeds the maximum amount, the vendor cannot bill M-DCPS. A credit 
memo will be issued to M-DCPS for unused volume. M-DCPS will notify vendor when credit memo will 
be administered. 

 
10. DELIVERIES:  Delivery shall be completed within Thirty (30) days after receipt of purchase order or as 

otherwise specified on the purchase order.  All deliveries will be made to schools, departments or Stores & 
Distribution Warehouse as indicated on each purchase order. Delivery location must be notified by the 
vendor at least two (2) working days prior scheduled delivery.  Purchase orders received are authorization to 
activate contract agreement. Delivery locations will NOT sign additional contract.  

 
When the delivery location is contacted prior to delivery, the vendor must also confirm that the electrical 
outlet is suitable for the new device/machine. If the electrical outlet is found to be unsuitable for installation 
of the new device/machine, delivery cannot proceed until the M-DCPS location has a suitable electrical 
connection installed. M-DCPS will notify the vendor when the device/machine can be delivered and installed. 
  
All vendors must have a delivery form when delivering a new device/machine. The device/machine delivery 
form must include but not limited to: vendor name, make, model, and serial #, ID # of the incoming 
device/machine and purchase order #. It is also required that the M-DCPS staff prints and signs their name 
as well as date the form upon delivery. In addition, the vendor must provide the software and manual of 
each device/machine delivered. The M-DCPS staff must sign off on receiving both items. Delivery form must 
be submitted with invoice. Failure to have a completed form may result in delay of payment and return of 
invoice. 
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SPECIAL CONDITIONS CONTINUED 
 

11. INSTALLATION: The installation date of a device/machine is the day in which the entire device/machine is 
fully functional, network connected (Network Drop will be provided by The District if device/machine is 
purchases or leased by CFS.) and signed off on by the location. This day may vary from the day the 
device/machine was delivered; however, it must not exceed 2 business days after delivery. An installation 
form must include the phrase, “This device/machine is fully functional and Network Connected as of 
(fill in date)”. The printed and signed name of the M-DCPS staff must be included as well as the date. 
Installation form must be submitted with invoice. Failure to have a completed form may result in delay of 
payment and return of invoice. If the Installation Technician arrives on site and finds inadequate or no 
Network Connection, they are to notify Contract and Financial Services immediately if device/machine is 
purchased or leased by CFS.  When a device/machine is installed, The District standard will be set to 
DUPLEX. 
 

12. PICK-UPS: Once a new device/machine has been delivered, the previous device/machine should be picked 
up the same day unless previous arrangements have been made in writing with M-DCPS which specifies 
another date and time.  Prior to de-installation of any unit within The District, the vendor shall remove any 
stored copy/print/scan job data from each unit's memory at no charge to The District. The device/machine 
pick up form must include but not limited to: vendor name, make, model, serial #, ID # and last meter read. It 
is the responsibility of the vendor to obtain the last meter read before the device/machine is picked up. If the 
outgoing device/machine is leased from another vendor, it is the responsibility of that pick-up vendor to 
obtain the last meter read as well as remove it from the premises. In addition, the vendor replacing the 
machine and removing it from the school location must remove the hard drive and give to M-DCPS or 
reformat the drive certifying the drive had all data removed. The process needs to be noted and both the 
technician removing the data and the M-DCPS staff must print and sign their name on the form. The original 
document must be left at the M-DCPS location with the principal or its designee.  

 
 Please provide CFS a copy of the Data Security form/certificate if CFS has purchased or leased the 

machine. It is required that M-DCPS staff prints and signs their name as well as dates the form upon pickup 
of the device/machine. Pickup form must be submitted with invoice. Failure to have a completed form may 
result in delay of payment and return of invoice.  

 
13. INSURANCE REQUIREMENTS:  Successful vendor(s) are required to have insurance coverage, as 

specified in the indemnity and insurance form(s), attached hereto and made part of this bid.  The successful 
vendor(s) must submit completed certificate of insurance form(s), prior to being recommended for an award. 
 Failure to submit this form(s), as noted, will result in the vendor(s) not being recommended for the bid 
award. 
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SPECIAL CONDITIONS CONTINUED 
 
A Certificate of Insurance, naming The School Board of Miami-Dade County, Florida as an “additional 
insured” can be faxed to the Risk and Benefits Management at 305-995-7199 or mailed to: 
 
 

Miami-Dade County Public Schools 
Office of Risk and Benefits Management 
1500 Biscayne Boulevard, Suite 335 
Miami, FL  33132 

Phone:  305-995-7133 
Fax:      305-995-7199 

 
 
14. ELECTRONIC CATALOG:  Awardees will be required to supply electronically, in a format to be determined 

by M-DCPS, information which may include thumbnails, full size pictures, pricing, and full item descriptions, 
as requested by M-DCPS. 
 

15. SERVICE/MAINTENANCE:  Service and supply prices should be maintained for any type of equipment still 
being serviced by the vendor even though discontinued from production.  Vendor shall maintain the 
device/machine(s) performing up to manufacturer’s standards.  Service calls will be responded to within four 
(4) working hours; working hours are defined as 7:30 a.m. – 5:00 p.m. except Saturdays, Sundays and 
holidays.  A loaner of similar specifications must be provided, at no additional charge, if the device/machine 
is not in good working condition within two (2) working days of request for service. Downtime in excess of 
four (4) consecutive working days may be cause for requiring a service substitution. 
 
By signing this bid the bidder certifies: 
 
1. They have the capability of servicing the equipment on which their bid is submitted. 

 
2. Its local dealers and service representatives are authorized (for Miami-Dade County, Florida) dealers 

and service representatives, for each device/machine being bid. 
 

3. Service and replacement parts will be available for a minimum of five years from the date of placement. 
 

Vendors should submit proof that the local dealers are an authorized (for Miami-Dade County, Florida) 
dealer and service representative of the equipment being bid.  Failure to provide this information may result 
in the vendor(s) not being recommended for the bid award. 
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SPECIAL CONDITIONS CONTINUED 
 
The device/machine service rate shall not exceed two (2) calls per month requiring contractor action 
for the class’ CRC Recommended Monthly Copying Volume.  For example, the CRC Recommended 
Monthly Volume for class five (5) copiers is one hundred thousand (100,000) copies per month; therefore, 
the service rate for class five (5) copiers making up to and including one hundred thousand (100,000) copies 
per month will be two (2) service calls per month.  The service rate for class five (5) copiers making more 
than one hundred thousand (100,000) copies per month will be two (2) service calls per one hundred 
thousand (100,000) copies.  The service rate will be used by M-DCPS to determine whether or not a 
device/machine is performing up to standards.  Machines that develop a trend of operating below the 
service rate shall be reported to the Procurement Management Services for review for compliance with this 
provision.  Failure from the vendor to respond with corrective action so as to comply with this provision will 
be cause for default of contract. 
 
A device/machine that exceeds the service rate for a three (3) month period and / or exceeds the 
service rate for six (6) months out of a twelve (12) month period is considered “out of compliance” 
with bid specifications and vendors are required to take the following corrective actions. 

 
1.  Vendors are allowed ten (10) business days from date of notice that a device/machine is out of 

compliance to bring the device/machine into compliance (performing within the specified service rate) 
and provide a written response to M-DCPS detailing the steps taken. 

 
2. Devices/machines that are not brought into compliance within ten (10) business days of notice of non-

compliance must be either service replaced or service overhauled within sixty (60) days of notice of 
non-compliance.  Vendor must notify M-DCPS within thirty (30) days of notice of non-compliance of 
intent to and scheduled date to overhaul or service replace the device/machine. Additionally, the vendor 
must notify M-DCPS in writing when overhaul or service replacement has been completed. 

 
Failure to comply shall be evidence of vendor negligence, and may result in penalties and sanctions, including, 
but not limited to termination of the contract. 
 
The successful vendors are required to supply on a quarterly basis, for the quarterly service meeting to be 
established by M-DCPS, a report of summary information in a format acceptable to M-DCPS (sample of 
said form will be provided upon award to awarded vendor(s)) via e-mail. 

 
1. Include all equipment installed in M-DCPS by vendor. 
2. Identify time and materials or full service maintenance contract. 
3. Identify equipment maintained by CFS. 
4. Identify equipment maintained by Graphics Production. 
5. Identify equipment maintained by all other locations. 
6. Submit information in Microsoft Excel compatible format. 
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SPECIAL CONDITIONS CONTINUED 
 

7. Include the following information as a minimum. 
a. installed location name and M-DCPS work location number 
b. make and model 
c. serial number and id number 
d. class and bid volume for class 
e. installed date  
f. start meter date and number 
g. end meter date and number 
h. calculated months 
i. number of calls 
j. calculated calls per month 
k. calculated volume 
l. calculated volume per month 
m. calculated allowable calls 
n. calculated compliance status 

 
Vendors shall provide, upon request, hard and soft copy service reports, as requested by The District, within 
24 hours of the request sent to cfscopiers@dadeschools.net.  
 
Service prices shall be for full coverage service contracts including, but not limited to, regular service calls, 
emergency service, preventative maintenance and replacement of all defective or worn parts. 

 
Work not included in the Service Contract:  Damages, defects, malfunctions or service failures caused by: 
M-DCPS’s abuse, misuse or negligent acts; lightning, fire, flood, accident, actions of a third party or other 
events outside the manufacturer’s and the contractor’s control.  Such events shall be documented by the 
vendor to M-DCPS via e-mail to cfscopiers@dadeschools.net Work that is not included in the Service 
Contract will be priced on a time and material basis.  No work will be done without prior authorization by M-
DCPS as stipulated below. 

 
1. Vendor must provide the site administrator or CFS if purchases or leased by CFS with a written quote 

detailing the time and materials costs and indicating why the work is not included in the service 
contract. 

2. Prior to commencement of work the site administrator must sign the quote and provide either credit 
card authorization, an approved internal funds purchase order or an approved M-DCPS purchase 
order. 

3. When a dispute between the vendor and the user exists, regarding repairs included in the service 
contract, the final determination will be made by the M-DCPS Procurement Department. 

4. Vendors are required, if requested by M-DCPS, to return replaced parts to M-DCPS.  
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SPECIAL CONDITIONS CONTINUED 
 
All maintenance costs should include the software which will grant M-DCPS access to obtain meter reads 
remotely or another agreed upon action with the vendor and M-DCPS staff. Any machine/device that is 
networked should be included in this cost. The list should include but not limited to: 
 
1. School name 
2. Machine location 
3. Current Meter reading (all readings-print, copy, scan) 
4. Serial and ID # 
5. Date 
 

All data above must be available via hard and soft copy if requested on a monthly basis. Software, at no 
cost to The District, to be included when machine is purchased/leased or may be included at a later date if 
so determined by The District. 
 
Service/Maintenance can be cancelled at any time that the vendor is notified in writing or an agreed upon 
date by M-DCPS and the awarded vendor(s). There will be no early termination charges from the vendor if 
M-DCPS cancels service/maintenance during the term.  Maintenance service purchase orders for new 
acquisition will be issued solely to the awarded vendor.  All vendors must include the customer phone 
number and at least the device/machine ID# on a label of the new device/machine. 
 

16. OTHER IMPORTANT INFORMATION: 
 
A. Bid shall be for new equipment only in class one (1) through five (5) and color one (1) through three (3), 

i.e. units that have not been previously used in any way and are being actively marketed by the vendor. 
Therefore, factory-produced new model, newly manufactured, remanufactured, reconditioned, 
refurbished, rebuilt, in-place purchase only, discontinued, used, shop worn, demonstrator, prototype 
equipment or other devices/machines of this kind are not acceptable and will be rejected. 

 
B. Bid shall be for new and newly manufactured equipment only in classes six (6), seven (7) and eight (8), 

i.e. units which have not been previously used in any way and are being actively marketed by the 
vendor or are designated as newly manufactured by BLI.  Therefore, factory-produced new model, 
remanufactured, reconditioned, refurbished, rebuilt, in-place purchase only, discontinued, used, shop 
worn, demonstrator, prototype equipment or other devices/machines of this kind are not acceptable and 
will be rejected. 

 
C. Equipment that appears as “not recommended” by Buyers Laboratory, Inc. will not be considered for 

award. 
 

D. It is understood that M-DCPS will benefit from and vendors shall install any revisions, alterations, 
additions, technical improvements, or necessary modifications in the units offered, while these units are 
in service within Miami-Dade County Public Schools, at no additional cost. 
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SPECIAL CONDITIONS CONTINUED 
 
E. Substitution:  Prior written approval from the Copier Review Committee is required for substitution of 

devices/machines.  Vendors must submit a new Acquisition Information Form and specifications as 
submitted with the original bid for any substitute device/machine via e-mail notification to 
cfscopiers@dadeschools.net Substitute devices/machines, once approved, will take the same award 
place and have the same pricing as the original equipment.  M-DCPS retains sole discretion to accept 
and approve such requests when deemed to be in the best interest of M-DCPS.  Acceptable substitution 
conditions may be, but are not limited to, discontinuation of model and bid replacement by upgraded 
model. 

 
Vendors are required to offer the substitution to M-DCPS, when during the term of this bid, a new model 
device/machine becomes available that meets or exceeds the specifications of the currently awarded 
model and has a list price that is less than or equal to the list price of the currently awarded model.  The 
offered substitution must have the same or lower pricing than the originally awarded device/machine. 

 
F. M-DCPS location may decide to retain an old copier when a new copier is being purchased or leased. 

This option may be listed on purchase order for a new copier or decided after the purchase order has 
been placed with vendor. Copier must remain at the same M-DCPS location. The maintenance for the 
old copier will be the responsibility of the M-DCPS location. At the request of M-DCPS, the successful 
vendor must dispose of any device/machine being replaced at no cost to M-DCPS, which includes data 
security (refer to Data Security section). No trade-in value will be considered for bid submittal purposes. 

 
G. Contract Supplies:  Devices/machines acquired under this contract shall function properly when using 

Miami-Dade County Public Schools contract paper and supplies, and shall deliver legible, dry flat, non-
smudge able copies in a trouble free manner and with minimum downtime as verified with service 
history. Miami-Dade County Public Schools contract offers various grades of bond papers, e.g., plain 
bond, and dual purpose and xerographic in recycled content and virgin papers. 

 
H. Devices/machines, with the exception of Class 8, may be used in a “walk-up” environment and must be 

capable of performing up to bid specified standards under this circumstance.  
 
I. Consumables: Vendors must provide a customer service number visible on front of the device/machine 

to request service and order consumables. The requested quantity of supplies must be delivered within 
2 business days to the correct M-DCPS location. The consumable package should include all of the 
following: ship to location code, name, address and reference contact person.  
 
Toner cannot be denied from vendor to any M-DCPS location as long as they have a maintenance 
agreement. Toner may be monitored by vendor and therefore, limited by vendor, if a location has 
ordered an excessive amount of toner.  However, the vendor must notify CFS immediately via email at 
cfscopiers@dadeschools.net of this situation. 
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SPECIAL CONDITIONS CONTINUED 
 
If toner cartridge is recyclable, vendor must be willing to pickup toner cartridges after cartridges are 
empty or supply a return label to ship cartridges back to vendor. 

 
When a device/machine is to be removed from an M-DCPS location, the vendor must also pick up the 
extra toner cartridges. 

 
J. Duplex Printing: All device/machine classes will provide duplex printing with all paper sizes and should 

adhere to the appropriate print speeds per class. When a device/machine is installed, The District 
standard will be set to DUPLEX. 
 

K. If a request for a meter read and/or history is requested by M-DCPS, the vendor should provide a 
response within 24 hours. Meter readings should include the school location name, serial & ID number, 
beginning and ending dates and beginning and ending meter readings. Meter history should include all 
above mentioned as well as the brief description of the problem and summary of how the problem was 
resolved. Beginning and ending dates should be noted for when the problem occurred and when it was 
resolved. 

 
L. Dual Operating System: While the majority of The District’s locations use the Microsoft Windows 

Operating System, all quoted devices must be able to print remotely from an Apple Macintosh OS at no 
cost to The District.   

 
M. Moving device/machine within M-DCPS: If a device/machine needs to be moved (i.e.; an M-DCPS 

location is closing or is under construction, etc), the vendor will move the device/machine at no cost to 
The District. The vendor will arrange with the location on an agreed upon time, destination and any 
other information that is necessary in order for the device/machine move to transpire. If the 
device/machine is damaged during the move and cannot be repaired, the vendor will provide a 
replacement device/machine at NO cost to The District. 

N. All monochrome MFP’s should scan in color if possible. 
 

17. LEASE PROVISIONS:  Miami-Dade County Public Schools will be authorized to enter into a lease with an 
option to purchase agreement for equipment by issuance of a purchase order referencing the bid number. 
Purchase orders received are authorization to activate lease agreement. Delivery locations are NOT to be 
asked to sign contracts to lease devices/machines. No third (3rd) party lease forms will be accepted. 
Lease purchase orders will be issued solely to the awarded vendor. 

 
 
 
 
 
 
 



MIAMI-DADE COUNTY PUBLIC SCHOOLS 
BID PROPOSAL FORM (FORMAT A)            TO: THE SCHOOL BOARD OF MIAMI-DADE COUNTY 
FLORIDA 
BID 

033-KK11 
BUYER 

Vanessa Flores 
PAGE 

SC 14 
TITLE 

MULTIFUNCTIONAL DEVICES, COPYING EQUIPMENT, SERVICE AND SUPPLIES 
 

 

SPECIAL CONDITIONS CONTINUED 
 
A. Term: The lease term will be thirty six (36) months for all classes two (2) through seven (7) and color 

one (1) through three (3) and sixty (60) months for classes three (3) through eight (8) and color two (2) 
and three (3).  Lease agreements shall be effective on the date of written acceptance of the equipment. 
 The date of acceptance is that date on which the equipment is installed and fully operational at the 
agreed upon location and the equipment is certified ready for use by the contractor and accepted in 
writing by the user as installed and fully operational. 
 
Lease agreements shall terminate upon completion of the specified lease agreement period.  Unless 
cancelled, pursuant to Special Condition 17.E, the option to purchase may be exercised by M-DCPS at 
the regular scheduled termination of the lease.  A purchase order in the amount of the buy-out price 
may be issued.  Unless so notified, the vendor is requested to pick-up the device/machine within ten 
(10) working days after the last day of the lease period, if the buyout option is not exercised.  The 
successful vendors are required to advise the billable party (i.e. CFS, school, other department) in 
writing at least thirty (30) days prior to the end of the lease of lease expiration.  In addition, the 
device/machine is to be removed from the school/department within ten (10) working days after the last 
day of the lease period. 
 

B. Risk of Loss or Damage: M-DCPS is not responsible for risks of loss or damage to any lease 
equipment.  M-DCPS is not responsible during the transporting of the equipment, the installation of the 
equipment, or during the entire time of possession of the equipment by M-DCPS, except when the loss 
or damage is due to the fault or negligence of M-DCPS, in accordance with the Insurance and 
Indemnification Form included with this bid. 

 
C. Pricing: Lease prices submitted with this bid shall remain firm throughout the lease period selected by 

the purchaser.  This shall apply to all lease agreements initiated by the issuance of a purchase order at 
any time prior to the expiration date of the contract resulting from this bid. The “Buyout Amount” must 
show a specific dollar ($) amount.  (Advance written lease buyout notification will be required). 

 
 
D. Co-Terminus: An additional accessory can be added to a previously leased copier. Vendor will supply a 

co-terminus factor(s) for months 2 through 59.  The term for the additional accessory will terminate with 
the date of the copier lease. 
 
In addition, if an M-DCPS location decides to lease a consumable instead of purchasing for a purchased 
copier, the co-terminus factor will be used for lease. The item will be returned to the vendor at the end of 
the term. 
 
Please include the co-terminus factor with your accessory list. The billing for the additional accessory 
can be done on a monthly or annual basis per the agreement with the M-DCPS location and the vendor. 
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SPECIAL CONDITIONS CONTINUED 
 

E. Billing: Lease charges are to be billed monthly or quarterly in arrears. 
 

Copy volumes stated in purchase orders are estimates for order purposes only.  No guarantee is 
expressed or implied, as to copies that will be used during the contract period.  Service invoices must 
include the beginning and ending meter dates and reads.  Service invoices must charge for actual 
copies used through quarterly or annually reconciliation.  Refer to Special Conditions 9 Invoicing and 
Payment. 

 
Upon mutual agreement, contract monthly service charges may be billed on an aggregate summary 
basis as follows: 
 

1. Contract monthly service charges to be billed monthly or quarterly in arrears on summary 
invoices (for those units identified by M-DCPS). 

2. Invoice at a fixed volume — The first year after award, the vendor will bill M-DCPS the 
amount listed on the bid sheet.  The monthly volumes can be reviewed by M-DCPS and 
the vendor throughout the year to determine if volume needs to be updated. The volume 
will only be updated if vendor and M-DCPS agree to new volume amount. 

3. Usage will be reconciled annually (or when deemed necessary by M-DCPS) on an 
aggregate basis. Vendor submits invoice to M-DCPS for excess volume used but not to 
exceed the maximum total monthly amount. If the volume exceeds the maximum amount, 
the vendor cannot bill M-DCPS. A credit memo will be issued to M-DCPS for unused 
volume. M-DCPS will notify vendor when credit memo will be administered. 

 
F. Timetable and responsibility for de-installation of leased machine/device: The vendor will be 

responsible for de-installing each machine/device installed under this Contract and returning it to the 
leasing company (as applicable) with prepaid freight and insurance, at no charge to The District 
within fourteen (14) days or an agreed upon date with vendor and The District following the 
expiration of the Contract's initial or renewal term. Prior to de-installation of any unit within The 
District, the vendor shall remove any stored copy/print/scan job data from each unit's memory at no 
charge to The District. 
 

G. Cancellation: Will be permitted if sufficient funds have not been allocated to continue the lease of the 
equipment being cancelled.  Thirty (30) day written notice will be required for cancellation.  Cancellation 
will not cause any penalty or expense to M-DCPS, except as to the portions of lease payments agreed 
upon and for which funds have been appropriated and budgeted. 
 
Service/Maintenance can be cancelled at any time that the vendor is notified in writing on a mutually 
agreed upon date between M-DCPS and the awarded vendor(s).  There will be no early termination 
charges from the vendor for canceling service/maintenance during the year. 
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SPECIAL CONDITIONS CONTINUED 
 
18. WARRANTY:  The warranty for equipment, after delivery, installation, fully operational and written 

acceptance by the school or department, shall be for ninety (90) days or manufacturers warranty whichever 
is greater.  The successful vendor will be responsible for maintaining each unit in proper working condition 
during the warranty period, at no cost to M-DCPS.  There is no cost per copy service charge during the 
warranty period. The vendor is responsible for supplying the beginning meter read to M-DCPS after 
warranty period. This beginning meter read will be used for the reconciliation.  
 
The warranty start date will commence on the 1st of each month and is contingent upon the installation date 
(refer to installation Special Condition 11). The device/machine must be fully operational before the warranty 
period can commence.  
 
The installation date will be the date used to begin the warranty period, i.e.  
 
Copier is Delivered on 1-28-11    
Copier is Installed on 2-22-11 
 
The warranty begin date will start March 1st. If the warranty is 3 months, March, April and May will be the 
warranty period and billing can commence on June 1st, 2011. Therefore, the vendor will supply M-DCPS a 
beginning meter read for June 1st, 2011.  

 
19. BLANK SPACES:  Blank spaces on the bid proposal form will be considered as zero (0). 

 
20. NON-EXCLUSIVITY: M-DCPS reserves the right to procure items herein described in any manner it sees fit, 

including, but not limited to: awarding of other contracts, the use of contracts awarded by the State of 
Florida, any county or municipality, or any authorized contract, whichever is considered in the best interest 
of M-DCPS.  

 
21. TRAINING:  The supplier will schedule sufficient training sessions to adequately instruct personnel in the 

use of equipment.  Training is to be performed within one (1) week after installation or an agreed upon date 
with M-DCPS and the vendor. Each machine delivered shall also include a user’s manual.  Additional 
training periods, if determined as necessary by M-DCPS, will be provided at no additional cost. 

 
22. ADDITIONAL CLASSES: In the event Procurement Management determines the classes specified do not 

meet the individual needs of a particular department or school, an additional class may be added by the 
Copier Review Committee.  The new class will be quoted to the awarded vendors on this bid and the low 
responses will be made part of the bid as per Special Condition 8. 
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SPECIAL CONDITIONS CONTINUED 
 

23. SITE VISIT:  Upon receipt of a purchase order each vendor shall perform a site walk through to determine 
and discuss with the site administrator space availability, appropriate electrical / power requirements and 
any other issue affecting the installation and placement of the device/machine ordered.  The site 
administrator shall be provided, in writing, the required electrical information, including a picture of the 
required outlet and the need (if applicable) for a dedicated outlet. 

 
24. ACCURACY:  Information filled in on the acquisition forms must be accurate and consistent. (e.g. model 

numbers matching brochures, payments/prices are the same on all forms, etc.) 
 

25. OCCUPATIONAL LICENSE: Any person, firm, corporation or joint venture, with a business location in 
Miami-Dade County, Florida, which is submitting a bid, shall meet the County’s Occupational License Tax 
requirements in accordance with Chapter 8A, Article IX of the Code of Miami-Dade County, Florida.  Bidders 
with a location outside Miami-Dade County shall meet their local Occupational Tax requirements.  A copy of 
the license is requested to be submitted with the Bid Proposal.  If the Bidder has already complied with this 
requirement, a new copy is not required while the license is valid and in effect. It is the Bidder’s 
responsibility to resubmit a copy of a new license after expiration or termination of the current license. Non-
compliance with this condition may cause the bid not to be considered for award. 

 
26. VENDOR INFORMATION SHEET:  All bidders are requested to complete the attached Vendor Information 

Sheet.  In order to conduct new business under this bid, M-DCPS requires that the vendor(s) have a current 
vendor application on file. The information on both documents must be consistent.  Failure to comply with 
this condition may cause the Bidder(s) not to be awarded any new business.  Vendor applications can be 
downloaded at http://procurement.dadeschools.net. 

 
27. BID ADDENDUMS OR QUESTIONS AND ANSWERS: All bidders should monitor continuously, the M-

DCPS Procurement website, for any addendums or questions and answers that may be posted, prior to the 
opening of this solicitation.  The procurement website, which lists all bids, addendums, questions and 
answers and award information, is as follows: http://procurement.dadeschools.net/ (THEN CLICK ON THE 
BLUE BAR) Good & Services Bids and Contracts (THEN CLICK ON THE YELLOW BAR) New Bids and 
RFP’s. 
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SPECIAL CONDITIONS CONTINUED 
 
28. CONE OF SILENCE: A Cone of Silence is applicable to this competitive solicitation. Any inquiry, 

clarification, or information regarding this bid must be requested, in writing, by FAX or E-mail to: 
 

Vanessa Flores, Buyer L 
Procurement Management 
Fax #305-523-2331 
E-mail: vyflores@dadeschools.net  
 

A copy of this written request must be sent simultaneously to: 
 
Ileana Martinez, School Board Clerk 
Miami-Dade County Public Schools 
1450 N.E. 2nd Avenue, Room 268B 
Miami, Florida 33132 
Fax #305-995-1448 
E-mail: martinez@dadeschools.net  
 

DEADLINE FOR ANY INQUIRY, CLARIFICATION, OR INFORMATION REGARDING THIS BID SHALL 
BE ONE WEEK PRIOR TO THE BID OPENING DATE. 

 
29. ERASURES OR CORRECTIONS: When filling out the Bid Proposal Form, bidders are required to use a 

typewriter, personal computer or complete bid proposal in ink. 
 

1. Use of pencil is prohibited. 
2. Do not erase or use correction fluid to correct an error. 
3. All changes must be crossed out and initialed in ink. 
 

Those bids for individual items that do not comply with items 1, 2 and 3 above will be considered non-
responsive for that item(s).  
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