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October 21, 2024
To:
All City Departments
From:
Jose Cano, Purchaser
Subject:
OCA TC 96105, Copysmart Program – Guidance on How to Use the Term Contract


OCA Term Contracts #96105 for printer leases under the City’s Copysmart program are executed and effective as of June 1, 2024. These contracts are available to all City departments.  OCA has negotiated Agreements with the suppliers and has created Master Contracts in PeopleSoft and Departments must create their own PeopleSoft contract entry and then release their own Purchase Orders (PO) off of their PeopleSoft contract entry. 
I. Available Contracts
	Contractor
	PeopleSoft Master Contract ID (for tracking purposes)
	PeopleSoft Model Contract ID (for depts to copy from)
	Contact Person
	Contract Document

	Canon Solutions Americas, Inc.
	GRP0000012
	1000032362
	Jeff Carvalho

(415)815-7948    
jcarvalho@csa.canon.com


	View Contract Here
See Appendix A for list of offerings

	Ricoh Americas Corporation
	GRP0000013
	1000032363
	Todd Marron 

(971)217-3421

todd.marron@ricoh-usa.com
	View Contract Here
See Appendix A for list of offerings

	Xerox Corporation
	GRP0000011
	1000032357
	Scott Reiber

(925)701-1657

Scott.Reiber2@xerox.com
	View Contract Here
See Appendix A for list of offerings


II. Agreements and Offerings
These Agreements are piggybacks and based on the national cooperative agreement solicitation conducted by the University of California and Omnia Partners which was awarded to these contractors. These Agreements have a contract term of May 1, 2024 – December 15, 2025 and can be extended for an additional 5 years. Under these contracts Departments can obtain multi-function device (printers and copiers) leases for terms up to 5 years. Departments are encouraged to reach out to all contractors to compare their offerings and price. Departments can only obtain items that are covered by the Agreements.
REMINDERS:

· Departments shall NOT sign any additional terms and conditions under these agreements. 
· Departments must store City data locally on premises, not on vendor’s cloud environment.
· A lease combined with the master contract term cannot exceed 10 years.
· Departments cannot obtain services other than ancillary services such as shipping, installation, and training from these contracts.
III. How to Use this Term Contract
	Step 1:

Obtain a quote from selected contractor
	Departments are encouraged to reach out to all contractors to compare offerings and pricings. Contractors are required to provide their quote on the Copysmart Quote template found here: TC 96105 CopySmart Quote Form 6-1-24.xlsx


	Step 2:

Create a PeopleSoft Contract Entry
	· Follow the instructions below to create a Contract Entry in PeopleSoft.

Instructions link: TC96015 CopySmart Contract Instructions 6-1-24.xlsx


	Step 3:

Email OCA to review and approve your PeopleSoft Contract Entry
	· Email Jose Cano Jose.cano@sfgov.org to conduct the first level of review.


	Step 4:

Departments uses its PeopleSoft Contract Entry to issue a PO to Contractor
	Department will release POs from its approved Peoplesoft Contract entry.

	Modifying the lease
	If Department needs to make changes to the lease (extending, switching equipment, etc) you must obtain a new quote from the contractor, make any necessary changes to the PeopleSoft Contract Entry, upload the new quote to the PeopleSoft Contract Entry, obtains OCA’s review and approval of the PeopleSoft Contract Entry.


Should you need any additional guidance or assistance in using this term contract, please reach out to OCA Analyst Jose Cano at 628-652-1603 or jose.cano@sfgov.org.
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