
 

 

 United States District Court 
 Southern District of Florida 
 
  
 
RFQ Number/Name: RFQ PR 2013/00358 – Ricoh Copier Maintenance Agreement 
Request Date:  June 24, 2013 
 
 
To:     
 
 
    
 
Special Notes: 
 
The United States District Court for the Southern District of Florida is seeking quotes for a 
Copier Maintenance Agreement for various Ricoh copiers as described in the attached Statement 
of Work. 
 
This is a request for Open Market Pricing.  A fixed-price award from this RFQ will be made 
based on the lowest priced, technically acceptable offer.   
 
Due Date:  Quotes are due no later than 2:00 pm local time, Tuesday, July 2, 2013.  
 
Quotes and questions concerning this RFQ may be faxed or e-mailed to: 
 

Cira Torres, Procurement Administrator    
United States District Court 
400 North Miami Avenue 
Miami, FL 33128 
Phone: (305) 523-5642 
Fax:     (305) 523-5649 
email:  cira_torres@flsd.uscourts.gov 

 
Questions must be submitted in writing via email or fax.  Questions submitted and answers will 
be provided in writing to all vendors on the bidder’s list for this acquisition. 

 
       
Attachment 



United States District Court 
Southern District of Florida 

 
RFQ PR 2013/00358 – Ricoh Copier Maintenance Agreement 

 

 
1. Introduction 
         
The United States District Court for the Southern District of Florida seeks a Ricoh-authorized 
dealer, or equal, to provide a Service Maintenance Agreement for the various Black & White 
Ricoh copiers located in the United States Courthouses in Miami, Ft. Lauderdale, West Palm 
Beach, and Ft. Pierce. 
 
2. Scope 
 

A. This Service Agreement requires a contractor to provide repair service, routine 
maintenance, and all supplies, excluding paper and staples, for the copiers shown on the 
attached inventory spreadsheet, Attachment A. 

B. The contractor shall provide Ricoh-certified technicians, or equal, to perform all work. 
C. The contractor shall have a technician on-site no later than one (1) business day from the 

time the repair call is placed. 
D. If the repair requires parts that must be ordered, the contractor shall order the parts the 

same day the need is determined.  For machines with parts that must be ordered, the 
vendor shall ensure that service is completed and the equipment is back to full 
operational capacity within three (3) business days of the original repair call.  In the event 
of an additional delay, the contractor shall notify the Contracting Officer (CO) or the 
Contracting Officer’s Representative (COR) of the delay within one business day of the 
initial visit. 

E. If the technician determines a machine is in need of parts over and above what is included 
in the maintenance agreement, the technician shall obtain authorization from the CO prior 
to installing or ordering the part(s).   

F. Repairs and/or maintenance shall be performed during normal Court business hours 
beginning at 8:00 am and must be completed by 5:00 pm, unless special arrangements are 
made in advance. 

G. Contractor shall call the office or Judge’s chambers to advise the name of the technician, 
and the date and time they will be on site for the repair.  Under no circumstances shall a 
repair technician show up without advising a Judge’s chambers when they will arrive. 

H. The Court will be closed on all Federal holidays and may be closed on other days as 
designated by the Chief Judge.   

I. Your quote shall offer the best plan that offers the lowest price for the Court.  You may 
submit two options, either a price per copy for all copies made, or a plan which includes a 
monthly base number of copies for all copiers with the rate for overages.   

J. The Court has many older copiers which must be kept in working order, if possible.  The 
attached inventory spreadsheet is divided to show copiers older than 2008.  Many of our 
copiers have very low usage or no usage at times because they are kept in Visiting 
Judge’s chambers and will only be used when a judge is assigned to the chambers.    

K. There are also ‘spare’ copiers on the list which we may need to use in the event a copier 
is out of service for an extended period.  These copiers will not be included in the Service 
Agreement; however, your quote shall include any make-ready charges if we need to use 
one of the spare copiers.  If there are no make ready charges, your quote shall include a 
statement to confirm this. 
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4. Contracting Officer: 
 

All contractual administration will be carried out by the Contracting Officer. Communications 
pertaining to contract administration matters will be addressed to the contracting officer at the 
address shown below.  No changes in, or deviations from the scope of work shall be effected 
without a contract modification executed by the contracting officer authorizing such changes.   
    
5. Authorized Representative of the Contracting Officer (COR): 

 
The Contracting Officer's Representative (COR) is designated on the authority of the contracting 
officer to monitor all technical aspects and assist in administration of the contract.  At no time 
may the COR effect changes to the contract which would result in a modification to the scope of 
work; changes in cost or price totals or estimates; changes to delivery dates; changes in any other 
mutually agreed upon terms or provision of the contract. 
 
6. Period of Performance 
 
The initial performance period under this contract shall be from Date of Award for one year 
(twelve months).  The Court may extend the term of this contract by written notice to the 
contractor not later than 30 days before the contract expires.  The duration of this contract shall 
not exceed five (5) years. 
 
7. General Invoice Requirements: 
 

A.   Original invoices and all supporting documentation for services rendered shall be 
submitted within 30 days of contract performance to the Contracting Officer. 

 
B. The Contractor shall submit invoices on a monthly basis which will be paid after 

services have been performed for each month.  The government cannot pay for 
services in advance. 

 
C. Invoices shall be submitted electronically to: e-invoices@flsd.uscourts.gov 

  
8. Submission of Proposal 
 

A. All final proposals must be received by 2:00 P.M., local time, Tuesday, July 2, 
2013.  Submit your proposal electronically via email to Cira Torres, Procurement 
Administrator:   cira_torres@flsd.uscourts.gov 

 
B. Contractor shall submit references from 3 customers which will be used to 

determine responsibility. 
 
9. Type of Contract: 
 
This is a firm fixed-price contract.  No other cost basis will be considered. 
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10. Clause 3-160 - Service Contract Act of 1965, as Amended (JUN 2012)  
 
A Wage Determination of the Department of Labor, Wage and Hour Division is attached.  The 
Contractor is advised that the Service Contract Act applies to this contract, and the Contractor is 
required to review and comply with the wage determination and fringe benefits as required by 
the Department of labor. 
         
11. Basis for Award  
 
Award of this RFQ will be made to the company whose responsive, responsible, technically- 
acceptable proposal offers the lowest price to the Court. 
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PURCHASE ORDER TERMS AND CONDITIONS 
 

 Provisions and Clauses 
 
1)  Clause B-5  Clauses Incorporated by Reference (SEP 2010) 

This contract incorporates one or more clauses by reference, with the same force and effect as if they were given in full 
text.  Upon request, the contracting officer will make their full text available.  Also, the full text of a clause may be 
accessed electronically at this address:  http://www.uscourts.gov/procurement.aspx 

 
2) The following clauses are included by reference: 
 Clause 3-3, Provisions, Clauses, Terms and Conditions - Small Purchases (APR 2013) 

Clause 6-20, Insurance – Work On or Within a Judiciary Facility (APR 2011) 
Clause 7-20, Security Requirements (APR 2011) 

 
3) Incorporation of Department of Labor Wage Rate Determination 

The attached  Department of Labor wage rate determination applies to this contract. 
 
4) Provision 3-5, Taxpayer Identification and Other Offeror Information  (APR 2011) 
 
 (a) Definitions.   “Taxpayer Identification (TIN),” as used in this provision, means the number required by the 

Internal Revenue Service (IRS) to be used by the offeror in reporting income tax and other returns.  The TIN may be 
either a social security number or an employer identification number.  
 
(b)  All offerors shall submit the information required in paragraphs (d) and (e) of this provision to comply with debt 
collection requirements of 31 U.S.C. 7701(c) and 3325(d), reporting requirements of 26 U.S.C. 6041, 6041A, and 
implementing regulations issued by the IRS.  If the resulting contract is subject to the payment reporting requirements, 
the failure or refusal by the offeror to furnish the information may result in a 31 percent reduction of payments 
otherwise due under the contract. 
 
(c) The TIN may be used by the government to collect and report on any delinquent amounts arising out of the offeror’s 
relationship with the government (31 U.S.C. 7701(c)(3).  If the resulting contract is subject to payment recording 
requirements, the TIN provided hereunder may be matched with IRS records to verify the accuracy of the offeror’s 
TIN. 

 
 (d) Taxpayer Identification Number (TIN):_________________________ 

 
 [   ] TIN has been applied for. 
 [   ] TIN is not required, because: 

[   ] Offeror is a nonresident alien, foreign corporation or foreign partnership that does not 
have income effectively connected with the conduct of a trade or business in the United 
States and does not have an office or place of business or a fiscal paying agent in the 
United States; 

[   ] Offeror is an agency or instrumentality of a foreign government; 
[   ] Offeror is an agency or instrumentality of the federal government. 

 
 (e) Type of organization: 

 
 [   ]  sole proprietorship; 
 [   ] partnership; 
 [   ] corporate entity (not tax-exempt); 
 [   ] corporate entity (tax-exempt); 
 [   ] government entity (federal, state or local); 
 [   ] foreign government; 
 [   ] international organization per 26 CFR 1.6049-4; 

  [   ] other _______________. 
 
 (f) Contractor representations. 

 
The offeror represents as part of its offer that it is [   ], is not, [   ] 51% owned and the management and daily 
operations are controlled by one or more members of the selected socio-economic group(s) below: 



 

 

 
 
[    ] Women Owned Business 
 
[    ] Minority Owned Business (if selected, then one sub-type is required) 

 
   [   ] Black American 
   [   ] Hispanic American 

[   ] Native American (American Indians, Eskimos, Aleuts, or Native Hawaiians) 
[   ] Asian-Pacific American (persons with origins from Burma, Thailand, Malaysia, 

Indonesia, Korea, The Philippines, U.S. Trust Territory of the Pacific Islands (Republic 
of Palau), Republic of the Marshall Islands, Federated States of Micronesia, the 
Commonwealth of the Northern Mariana Islands, Guam, Samoa, Macao, Hong Kong, 
Fiji, Tonga, Kiribati, Tuvalu, or Nauru) 

[   ] Subcontinent Asian (Asian-Indian) American (persons with origins from India, Pakistan, 
Bangladesh, Sri Lanka, Bhutan, the Maldives Islands, or Nepal) 

[   ] Individual/concern, other than one of the preceding. 

 
(end) 

 
(The contracting officer will attach any other applicable standard judiciary provisions or clauses.  The contracting officer will 
not include provisions or clauses which are already in Clause 3-3.  CO Note: Before including additional provisions or clauses 
refer to the Guide to Judiciary Policy, Vol 14: Procurement, Chapter 1, Appx 1C  to determine if the provision or clause can be 
included by reference or must be included in full text.  If additional provisions are included by reference, then Provision B-1 also 
must be included.) 
 
INVOICES 
 
The MINIMUM terms accepted by the U.S. District Court are Net 30; however, every effort will be made to 
expedite invoices offering discounted terms.  To ensure prompt payment, your invoice must contain the following 
information: 
 
$   Our purchase order number (this is very important!) 
$   Address to which payment is to be mailed 
$   Contact name, area code and telephone number 
$   Order Detail 
$   Discount Terms 



 

 

U. S. District Court, Southern District of Florida 
 

NO QUOTE FORM 
 DO NOT RETURN THIS FORM IF YOU SUBMIT A QUOTE 
       
  
If your company does not wish to quote on this item but you would like to remain on our 
vendor list, please complete the information below, and email this form by the bid closing 
date and time to the Procurement Administrator. 
 
If you are not quoting, please complete and return this form to us, otherwise your name 
may be removed from our vendor list. 
 
****************************************************************** 
 
TO:  Cira Torres – Procurement Administrator                                
  cira_torres@flsd.uscourts.gov 
 
Our company is unable to submit a quote for the item below at this time, however, we 
would like to continue to receive future RFQ’s. 
 
 
QUOTE NUMBER OR ITEM: RFQ PR 2013/00358 
      Ricoh Copier Maintenance Agreement 
 
REASON FOR NOT QUOTING:  
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________                       
 
 
Company Name:   ____________________________________ 
 
 
By:       ____________________________________                               
                     (Signature) 
 
Title:     ____________________________________ 
 
  
Date:     ____________________________________ 

 
 


