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Please note that the Tender Document will be available on Friday the 24th May 2024


This document contains only the specification


NB: This is not a tender document













INVITATION TENDER
	YOU ARE HEREBY INVITED TO BID FOR THE FOLLOWING TENDER:

	MANAGED PRINTING SERVICES: SUPPLY, INSTALLATION AND SUPPORT OF MULTI-FUNCTION PRINTERS FOR A PERIOD OF THREE(3) YEARS / THIRTY SIX (36) MONTHS.



	TENDER NUMBER
	
	CLOSING DATE
	
	CLOSING TIME
	[bookmark: _GoBack]


	
1. Purpose 

Musina Local Municipality hereby invites service providers to submit proposals for the lease of multi-function printers for a three (3) year period. The service provider is required to supply, install and support the multi-function printers for the duration of the contract.

2. Abbreviations

	Name
	Description

	MFP
	Multi-functional printer

	ADF
	Automatic document feeder

	Monochrome/Mono
	Print or copy in black only (no colour)


	
3. Queries and Contract Information

All queries regarding this bid must be submitted in writing by email which will, in turn, be recorded. A written response will then be emailed to all purchasers of the tender document. No telephonic queries will be answered. The contact details for queries are:

Technical Specifications:
Lesedi Mokoena
Acting Manager: ICT
lesedim@musina.gov.za

Supply Chain Requirements
Mary Siziba
SCM Manager
marys@musina.gov.za

4. Specifications

The municipality requires a service provider to operate a lease for Manged Printing Services which includes the supply, installation and support of multi-function printers for a period of three (3) years / thirty six (36) months. The multi-functional printers (MFP) is to be used for high volume, centralised, network printing. The details of the required functionality are covered in subsequent sections of this bid document  and must be viewed as a minimum requirement unless specified otherwise.

1. 
2. 
3. 
4. 
4.1. General Technical Specifications

(a) The general technical specifications of multi-functional printers should be viewed as a base-line requirement across all models. 
(b) The bidder is required to provide/attach  documented proof in colour of compliance with the general technical specifications and details of the specific brand name, the model of the proposed MFP must be included.

The general technical specifications are as follows:

4.1.1. The MFP models should have print, scan, copy and fax functionality.
4.1.2. Have the ability to print monochrome or colour (see the section: model specifications, for the printing functionality)
4.1.3. The MFP must have multiple feeder drawers and be able to accommodate various types and sizes of paper e.g. A4 and A3
4.1.4. Feature double-sided printing and scanning.
4.1.5. The printers must be capable of network printing, scanning to mail and FTP or shared folders
4.1.6. The MPFs should accommodate a minimum of 40 active user accounts. 
4.1.7. Scan large documents to PDF or image formats e.g. .jpeg and .png
4.1.8. The MFP should include an automatic document feeder (ADF).
4.1.9. Automatic double-sided scanning, size reduction and enlargement (25% to 400%), tray selection, mixed-size originals.
4.1.10. The MFP should provide for USB connectivity and USB flash drive printing.
4.1.11. Internal hard drive for storage of printing queues. 
4.1.12. Security features to create and manage individual user accounts for printing and copying.
4.1.13. Reporting functionality usage statistics and printing volumes per user account.

4.2. Model Specifications

The municipality has several operational requirements for the MFPs and these are detailed in the table below. The table includes the number of MFPs per function and allows bidders to insert pricing as part of the submission requirements.
	
	Model Specifications
	Bidders are Required To

	Printer 1

	a) High Volume MFP
b) 65 Pages/Minute
c) Mono and Colour Print and Copy
d) The Device must Multifunction network Printer/ Scanner/ Photocopier /Fax/Email
e) Security feature: The Device must be capable of Password linked printing
f) The printer should provide USB port and secured wireless connectivity
g) The Internal Hard Disk drive should be a minimum of 500GB 
h) The main unit must have multiple feeder drawers and be able to accommodate multiple types and sizes of paper as part of the feeder
i) The printer must have an automated document feeder
j) The finishing of the printer must be able to staple/stack/punch and page number
k) Automatic two-sided, reduction and enlargement (25 to 400%), tray selection, Mixed-size originals and booklet creation
l) Estimated number of people connected to machine should be a minimum of 20
m) The printer must be able to provide security relevant chronological records including detailed audit trail and other reports
	a) Specify brand name and model of the Copiers to be leased
b) The bidder must attach a Device Security Management Plan or Procedure or Policy
c) The bidder must provide operating manuals for the device.
d) The appointed bidder must train the operators on the features of the machine
e) The appointed bidder must maintain provide consumables for the device on demand  at own cost  (Tonner, Drum cartridges, Staplers and other spare parts, excluding blank papers) on demand for each machine.
f) The appointed bidder must include operational support nd maintainance resolution schedule
g) Response time for repairs or replacement of devices and commits to resolving request within 48 hours
h) The appointed bidder must place a fulltime technician onsite for support. 


	Printer 2

	a) 40 Pages/Minute
b) Full Colour and Mono
c) The Device must Multifunction network Printer/ Scanner/ Photocopier /Fax/Email
d) Security feature: The Device must be capable of Password linked printing
e) The printer should provide USB port and secured wireless connectivity
f) The Internal Hard Disk drive should be a minimum of 1TB 
g) The main unit must have multiple feeder drawers and be able to accommodate multiple types and sizes of paper as part of the feeder
h) The printer must have an automated document feeder
i) The finishing of the printer must be able to staple/stack/punch and page number
j) Automatic two-sided, reduction and enlargement (25 to 400%), tray selection, Mixed-size originals and booklet creation
k) Estimated number of people connected to machine should be a minimum of 20
l) The printer must be able to provide security relevant chronological records including detailed audit trail and other reports
	a) Specify brand name and model of the Copiers to be leased
b) The bidder must attach a Device Security Management Plan or Procedure or Policy
c) The bidder must provide operating manuals for the device.
d) The appointed bidder must train the operators on the features of the machine
e) The appointed bidder must maintain provide consumables for the device on demand  at own cost  (Tonner, Drum cartridges, Staplers and other spare parts, excluding blank papers) on demand for each machine.
f) The appointed bidder must include operational support nd maintainance resolution schedule
g) Response time for repairs or replacement of devices and commits to resolving request within 48 hours
h) The appointed bidder must place a fulltime technician onsite for support. 


	Printer 3

	a) 30 Pages/Minute
b) Mono print or copy
c) The Device must Multifunction network Printer/ Scanner/ Photocopier /Fax/Email
d) Security feature: The Device must be capable of Password linked printing
e) The printer should provide USB port and secured wireless connectivity
f) The Internal Hard Disk drive should be a minimum of 1TB  
g) The main unit must have multiple feeder drawers and be able to accommodate multiple types and sizes of paper as part of the feeder
h) The printer must have an automated document feeder
i) The finishing of the printer must be able to staple/stack/punch and page number
j) Automatic two-sided, reduction and enlargement (25 to 400%), tray selection, Mixed-size originals and booklet creation
k) Estimated number of people connected to machine should be a minimum of 20
l) The printer must be able to provide security relevant chronological records including detailed audit trail and other reports
	a) Specify brand name and model of the Copiers to be leased
b) The bidder must attach a Device Security Management Plan or Procedure or Policy
c) The bidder must provide operating manuals for the device.
d) The appointed bidder must train the operators on the features of the machine
e) The appointed bidder must maintain provide consumables for the device on demand  at own cost  (Tonner, Drum cartridges, Staplers and other spare parts, excluding blank papers) on demand for each machine.
f) The appointed bidder must include operational support nd maintainance resolution schedule
g) Response time for repairs or replacement of devices and commits to resolving request within 48 hours
h) The appointed bidder must place a fulltime technician onsite for support. 



	
5. Mandatory bid requirements
To ensure your proposal is considered for evaluation, the bidder must ensure their proposal includes the following: 
a) The proposed Multi-Function Printer solution must meet the general technical specification and model specification. Attach colour documentation/catalogue/ providing the device details including product, brand, model and technical specifications as proof.
b) The bidder must be an accredited as a dealer or supplier of the intended printing solution. Attach Brand Supplier Technical Support Certification and Delealer Accreditation as proof. 
c) The technical staff must have support accreditation or certificate relating to the intended printing solution. Attach Curriculum Vitaes and proof of  Technical Support Certification and Delealer Accreditation  of each technical staff as proof. 
d) The solution must include the supply of consumables, spare parts and maintanace. Attach documentation confirming and outlining the inclusion of consumables, spare parts and maintanace as part of the service.
e) The solution/proposal must include provide documentation that outline the following:
i. Operational support and maintainance details and resolution scheduling.
ii. Response time for repairs or replacement of devices and commitment to resolve the requests not morethan 48 hours from occurence.
iii. Loan replacement machine(s)
iv. Fault reporting procedures
v. Details for onsite support including technician, site visits, meetings, ad-hoc technical support
f) A hand completed and signed tender document. 
g) Bidder must have experience with similar solution. Attach a 3 contactable references and appointment letters of a similar service rendereded with a contract term /duration of atleast 12 months as proof.
h) Risk management plan associated with the project 
i) User Operational training plan
j) Detailed pricing per price schedule 

5.1. Support Services

The municipality requires maintenance and support services for the duration of the contract. The requirements are as follows:

i. Supplies support: The service provider must include the supply of consumables, spare parts and maintance for the MFPs.
ii. Operational support and maintenance of the supplied MPFs.
iii. Routine preventative maintenance and servicing of devices
iv. Technical assistance
a. Onsite support
b. Remote support
c. The response times for repairs or replacement of devices should be resolved within 2 hours to a maximum 48 hours in severe cases.
d. Procedures on fault reporting with scheduling turnover times must be included.
e. Proof of accreditation and technical certification for the support of the propose brand and type of MFP.
f. Valid certificate as approved Dealer or Reselling of the proposed brand of MFP.
v. On-site Support 
vi. On-site visits, meetings, ad-hoc technical support

5.2. Training

(a) The municipality has 180 users that will require training on the features and functions of the MFPs. 
(b) The successful must develop and implement a training programme for users as well as to transfer technical support skills to designated municipal officcials. 
(c) The municipality will identify staff members that will be utilised during the engagement meeting.
  
5.3. Reporting and Monitoring

(a) Monthly reports are required for monitoring and administration of the usage statistics per MFP. 
(b) A detailed auditable report of usage per user and device should be included in the monthly reporting. 
(c) These reports will be required to form part of the monthly invoice submission.
(d) The bidder will furnish reports and complete required information from the municipality as part of  contract performance assessments. 

5.4. Project Implementation Plan

(a) The bidder must submit a project implementation plan
(b) The plan must clearly outline applicable timeframes from inception to completion of the project
(c) A presentation of the solution functionality may be required by the municipality before awarding the tender.
(d) The service provider should ensure a smooth transition of the existing services and the proposed solution. 
(e) The Bidder is expected to plan and conduct the installation of the project with minimal impact on daily operations and staff 

5.5 Guarantee

(a) The MFPs functionality and performance will require a high availability rate during the contracted period.
(b) Any system mal-operation or faults during the contracted period will be for the service providers account. 
(c) Replacement of supplies are required on-site and repairs to the MFPs will be resolved within 48 hours.

5.6 Financial Capability

(a) Attach Recent Audited financial statements (previous 3 years)
(b) Attach Service Provider Banking Rating [A to C] not older than 3 months.

6. SERVICE LEVEL AGREEMENT MINIMUM REQUIREMENTS

(a) The Service Levels outlined within the SLA which refer to the service provider’s commitment to resolving the Service Requests within the applicable response time, unless stated otherwise must be conducted. 
(b) The SLA and Warranty must cover repair or replacement for fair wear and tear of devices or the repair or replacement of inherently faulty devices listed in the pricing schedule, as provided by the Bidder.
6.1.1. All hardware shall be new, unused, and not refurbished.
6.1.2. Responsibility Matrix and Project Schedule - A master project schedule must be included, along with a work responsibility matrix, identifying the tasks the vendor will perform and the tasks required by the MLM that is expected to perform to successfully implement the service solution.
6.1.3. Requirements -The successful bidder is required to conduct end-user training at MLM premises, tailored specifically to monitoring, maintaining and supporting the proposed infrastructure and hardware.
6.1.4. Training Manual - Bidder shall provide a training program (with support and follow-up) and training materials for designated MLM personnel who will train future employees. The manual shall be delivered in hard copy and electronically.
6.1.5. The service include a commitment for the presence of a suitably qualified and competent Technician  at the municipal premises for support between 07:00 and 16:00, Monday through Friday for the duration of the contract term.
6.1.6. The proposed agreement must include a bidder technician providing on-site service to diagnose and provide solutions when required. 
6.1.7. Remote access service may be acceptable depending on the stated urgency of repair. 
6.1.8. Replacement parts must be readily available for a prompt replacement.
6.1.9. Three Year Warranty - The installation and all hardware shall be warranted by the bidder and by the manufacturer to be free of defects for a period of at least three years following the commissioning of the solution.
6.1.10. Defective Parts - During the warranty period and any subsequent maintenance agreement, any defective components shall be repaired or replaced at no cost to the MLM and within a 48-hour period.
6.1.11. Repair Commitment - The bidder must include a description of their commitment from time of equipment failure to replacement or repair.
6.1.12. Response Time – The MLM requires a guaranteed response time of no more than two (2) hours for all major system problems where services are lost and a maximum of 48 hours’ response to other system problems. Failure to comply will result in monetary compensation to the MLM. The triggers to start and stop the "clock", compensation amount, and time increment are to be negotiated. This compensation will be credit on the account.
6.1.13. Major/Minor Problems - Bidders must describe their definitions of major and minor problems.
6.1.14. Replacement Time - Explain the amount of time required for full replacement of the central operating hardware/software of the system (Mean Time, assuming a suitable site exists for locating the replacement components in case of a disaster.       
6.1.15. Reporting - A “Service Level Performance Report” will be required monthly in electronic format to a designated representative of the municipality. The following minimum requirements will be required to be reported on:
i. Number of incidents and service requests logged which is summarized by entitlement, priority and whether the service level was met or breached;
ii. System resource utilization and availability; and
iii. Detailed analysis of down time.

7. Company Experience and Customer References

(a) The municipality requires a service provider with experience in implementing and maintaining a multi-functional printing solution. 
(b) The service provider must have experience with the brand of MPFs it intendeds to supply and qualified personnel to support the equipment.
(c)  The required documentation must provide proof of experience with the intended brand and certification of technical staff.
(d) The service provider must include contactable references of active customers that made use of similar solutions with appointment letters as proof of previously supplied solutions.
8. Information to bidders

(a) Please note that the proposal will be adjudicated in terms of the Preferential Procurement Policy Framework Act of 2000 and the Preferential Procurement Regulations, 2022.
80/20 preferential point system will apply
	Price 
	80

	Specific goals
	20

	Total
	100



Points will be allocated for specific goals in the following manner
	Designated groups
	Number of Points: (20)

	· Points for HDI status (51% Black owned)
	10

	· Points for 51% Women’s Equity
	4

	· Points for black person with Disability
	3

	· Points for 51% owned Youth firm
	3

	Form not completed or submitted
	0



9. Pricing Schedule

(a) All bidders are required to complete the pricing schedule, covering the cost per page printing (unit costs per A3 and A4 paper, mono and colour). 
(b) The pricing should include services, rental/lease costs monthly, consumables and operating costs for the duration of the contracted period. 
(c) Kindly ensure that detailed pricing is attached to the proposed solution, over and above the pricing schedule below (Quotation).
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First Year
[image: C:\Users\Lesedim\Desktop\schedule price for printing\Third year.png]
NB: Take note that it is compulsory to complete the pricing schedule in full for all items listed in the above pricing schedule table, Failure to complete the pricing schedule within the detailed technical description will render the bid non-responsive and disqualify the prospective bidder. 
If the above table doesn’t cover all the categories of pricing for the proposed solution, kindly attached a quotation covering all specified items and select the checkbox below: 
	See Attached Quote
	








Second Year
[image: C:\Users\Lesedim\Desktop\schedule price for printing\Third year.png]
NB: Take note that it is compulsory to complete the pricing schedule in full for all items listed in the above pricing schedule table, Failure to complete the pricing schedule within the detailed technical description will render the bid non-responsive and disqualify the prospective bidder. 
If the above table doesn’t cover all the categories of pricing for the proposed solution, kindly attached a quotation covering all specified items and select the checkbox below: 
	See Attached Quote
	







Third Year

[image: C:\Users\Lesedim\Desktop\schedule price for printing\Third year.png]
NB: Take note that it is compulsory to complete the pricing schedule in full for all items listed in the above pricing schedule table, Failure to complete the pricing schedule within the detailed technical description will render the bid non-responsive and disqualify the prospective bidder. 
If the above table doesn’t cover all the categories of pricing for the proposed solution, kindly attached a quotation covering all specified items and select the checkbox below: 
	See Attached Quote
	






	




SUMMURY OF COST FOR THE THREE YEAR CONTRACT TERM
	Total Cost for a  period of Three (3) years
	Total Cost over Three (3)  Years
Excluding VAT
	Total Cost over Three (3)  Years
Including VAT

	First Year Total Cost
	
	

	Second Year Total Cost
	
	

	Third Year Total cost
	
	

	
Total 
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