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	Copier Purchase or Lease
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			What happened to Ram Copy?
		

				

					

		

					

		
				
						
					
			
						
				
			
Marketing and Communications is no longer managing copier requests for campus.

		

				

					

		

					

		
				
						
					
			
						
				
			What if our department currently has copiers through Ram Copy?
		

				

					

		

					

		
				
						
					
			
						
				
			
Please work with Ram Copy and your copier supplier to identify the existing agreements so your department can submit a requisition to pay for the copier and services directly to the vendor.  Ram Copy will stop paying on their POs on April 1, 2024.

		

				

					

		

					

		
				
						
					
			
						
				
			Is Fast Print going away?
		

				

					

		

					

		
				
						
					
			
						
				
			
No, Fast Print is not going away.

		

				

					

		

					

		
				
						
					
			
						
				
			What purchase options are available for copiers?
		

				

					

		

					

		
				
						
					
			
						
				
			
Copier equipment can be purchased or leased.  In both cases, services are available at your option.

		

				

					

		

					

		
				
						
					
			
						
				
			Who are the CSU contracted copier suppliers?
		

				

					

		

					

		
				
						
					
			
						
				
			
Please review the copier section of the Procurement Services website for up-to-date information.

		

				

					

		

					

		
				
						
					
			
						
				
			Who can sign copier agreements?
		

				

					

		

					

		
				
						
					
			
						
				
			
Copier agreements with CSU’s contracted suppliers can be signed by your department’s business officer(s).  Please follow normal procurement procedures for alternate vendor agreements.

		

				

					

		

					

		
				
						
					
			
						
				
			Do I need a purchase order to get a new copier?
		

				

					

		

					

		
				
						
					
			
						
				
			
Yes, purchase orders are needed to pay for copiers and related services.

		

				

					

		

					

		
				
						
					
			
						
				
			Do I need a purchase order for a copier we already have?
		

				

					

		

					

		
				
						
					
			
						
				
			
Yes, your department will need your own purchase order(s) to pay lease payments or service payments.

		

				

					

		

					

		
				
						
					
			
						
				
			Will we need a PO for each copier supplier if we have copiers from each vendor?
		

				

					

		

					

		
				
						
					
			
						
				
			
Yes, and if you have a copier lease with PDS/Xerox you will need a PO for PDS and for XFS.

		

				

					

		

					

		
				
						
					
			
						
				
			Which vendors do I submit requisitions to in Kuali?
		

				

					

		

					

		
				
						
					
			
						
				
			
Please review the copier section of the Procurement Services website.

		

				

					

		

					

		
				
						
					
			
						
				
			When do we need to have a PO in place to pay the monthly bill(s)?
		

				

					

		

					

		
				
						
					
			
						
				
			
As soon as you have a signed agreement.  Copiers moving from Ram Copy to your department POs should be issued no later than March 22, 2024.

		

				

					

		

					

		
				
						
					
			
						
				
			What line items should be on the requisition?
		

				

					

		

					

		
				
						
					
			
						
				
			
	Leasing with ACP or FBP: the requisition to ACP or FBP must have a line for the lease agreement and a line for the service/maintenance agreement.
	Leasing with PDS: the requisition to Xerox Financial Services must have a line for the lease agreement and a separate requisition to PDS with a line for the service/maintenance agreement.
	Purchasing with ACP, FBP, or PDS: the requisition needs a line for the purchase agreement and a line for the service/maintenance agreement.
	



		

				

					

		

					

		
				
						
					
			
						
				
			What object codes should the copier be under?
		

				

				
				
			
	6646 – Copier Leases – Monthly Lease Payments.
	6210 – Copier Purchase – Buying Copier outright, still has a service option with vendor.
	6603 – Copy Charges – This includes maintenance, service, and per copy charges.
	6203 – Copier Supply – In many cases vendors do not bill for supply if covered under the per copy charges.


		

				

					

		

					

		
				
						
					
			
						
				
			What do I do to replace the existing copier?
		

				

				
				
			
Please collaborate with the vendor that provided the copier and your  IT professional to schedule removing the device from service to include all data.

		

				

					

		

					

		
				
						
					
			
						
				
			How do I know what copier I need?
		

				

					

		

					

		
				
						
					
			
						
				
			
You will work with the copier vendors to identify the correct device for your office’s needs.

		

				

					

		

					

		
				
						
					
			
						
				
			What if my copier needs service?
		

				

					

		

					

		
				
						
					
			
						
				
			
Contact the vendor that supplied your copier.

		

				

					

		

					

		
				
						
					
			
						
				
			What if my copier needs toner?
		

				

					

		

					

		
				
						
					
			
						
				
			
Contact the vendor that supplied your copier.

		

				

					

		

					

		
				
						
					
			
						
				
			Should the PO be just for the fiscal year or for the lease term?
		

				

					

		

					

		
				
						
					
			
						
				
			
An annual PO should be issued that coincides with the lease term.

		

				

					

		

					

		
				
						
					
			
						
				
			What if these vendors do not service our location?
		

				

					

		

					

		
				
						
					
			
						
				
			
Please work with a vendor in your area and follow the normal procurement process.

		

				

					

		

					

		
				
						
					
			
						
				
			How do I calculate the cost per copy fees for a full fiscal year?
		

				

					

		

					

		
				
						
					
			
						
				
			
If there is no cost per copy history, please work with the vendor to get an estimate for these charges per month to calculate the yearly amount.

		

				

					

		

					

		
				
						
					
			
						
				
			How do I verify I received the correct agreements for a new copier lease or purchase?
		

				

					

		

					

		
				
						
					
			
						
				
			
The following are the document descriptions related to object code with the document title your department would receive from the supplier.

	Copier Lease- Object Code 6646:
	FBP – “Exhibit D-2 Agreement”, “Exhibit D-3 Addendum”, and “Exhibit D-4 Non-Appropriation Addendum”
	PDS/XFS – “State and Local Government Cost Per Image Agreement” with corresponding addendum for the XFS request.



	Copier Purchase- Object Code 6210:
	FBP – “Exhibit D-1 Hardware Service Maintenance Agreement”
	PDS – “Outright Purchase Agreement”



	Copy Charges, service/maintenance- Object Code 6603:
	FBP – “Exhibit D-1 Hardware Service Maintenance Agreement”
	PDS – “Cost Per Print Agreement” for PDS requisition.





		

				

					

		

					

		
				
						
					
			
						
				
			What should be attached to our copier requisitions?
		

				

					

		

					

		
				
						
					
			
						
				
			
Please get copies of your lease agreement(s) and cost per image agreement(s) which will provide the remaining lease term and rates for the requisition(s).

		

				

					

		

					

		
				

		



      
          

  



  
	
	
		
			
				
				  
					
						
							
								
									
										
											Colleges:

												Agricultural Sciences
	Business
	Walter Scott, Jr. College of Engineering
	Health and Human Sciences
	Liberal Arts
	Warner College of Natural Resources
	Natural Sciences
	Veterinary Medicine and Biomedical Sciences



										

										
											Schools & Programs:

												Graduate School
	International Programs
	Online Degrees and Courses
	School of Advanced Materials Discovery
	School of Music, Theatre and Dance
	School of Biomedical Engineering
	School of Education
	School of Global Environmental Sustainability
	School of Social Work
	School of Public Health
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