INSTRUCTION TO BIDDERS

SPECIFICATIONS

PROPOSAL BLANKS

LUZERNE COUNTY COURT HOUSE

FOR

DIGITAL COPIER
#823101BPUR

2010

MARYANNE C. PETRILLA, CHAIRMAN WALTERL. GRIFFITH, JR.
THOMASP. COONEY COUNTY CONTROLLER

STEPHEN A. URBAN

COUNTY COMMISSIONERS



NOTICE TO BIDDERS

Sealed proposals will be received by the Purchasing Director of Luzerne County (attention: Pam Guarneri), at

his office in the Penn Place Building, 20 North Pennsylvania Avenue, Suite 203, Wilkes-Barre, pa 18701 until

10:00 A.M. (prevailing time), Friday September 10, 2010 for Digital Copier for L uzer ne County

Pur chasing Department..

The bids will be publicly opened the same day immediately there after at the Luzerne County Controller’s
Office 20 North Pennsylvania Avenue, Wilkes Barre, Pa 18701-35009.

Pr oposals must be accompanied by a certified check, bid bond, bank cashier’s check or trust company

treasurer’s check in the amount of ten percent (10%) of the total amount of the bid, made payableto the

treasurer of Luzerne County. If thebidder failsor refusesto enter into the contract after being given the
award, the proceeds of the check deposited by him/her shall be used as liquidated damages by the County
for hig/her failure or refusal to comply.

Bid envelopes to be plainly marked on the outside envelope “ Digital Copier”.

The bidder shall honor the prices for a period of one (1) year from the date of the execution of the contract
and/or as negotiated and illustrated in the contract agreement.
By signing and submitting a bid, each bidder shall be deemed to have consented in writing that within thirty
(30) days of the bid opening, the bids shall not be deemed to be rejected and a thirty (30) day extension of time
is agreed upon to award said bid, consistent with the meaning of 16p.s. section 18702 (€), to such extended date
for the contract to be awarded.
The County of Luzerne does not discriminate on the basis of race, color, national origin, sex, religion, age,
family, and handicapped status in employment or the provision of services.
The County of Luzerneisan equal opportunity employer.
The Luzerne County Commissionersreservetheright toregect any or all bids, or any part or items of
bids.

L uzerne County

Douglas A Pape, Chief Clerk



10.

11.

GENERAL INSTRUCTIONSTO BIDDERS

ALL PRICESSHALL BE BASED UPON DELIVERY, AFTER RECEIPT OF A FORMAL
PURCHASE ORDER ISSUED BY THE PURCHASING DEPARTMENT.

ANY ALTERATIONS, ERASURES, ADDITIONS TO OR OMISSIONS OF REQUIRED
INFORMATION, OR CHANGE OF SPECIFICATIONS OR BIDDING SCHEDULE, IS
DONE AT THE RISK OF THE BIDDER AND MAY RESULT IN REJECTION OF HISBID.
IN CASE A BIDDER FINDS DISCREPANCIES OR OMISSIONS ,OR IS IN DOUBT AS
TO THE MEANING OF THE SPECIFICATIONS OF BIDDING SCHEDULE, HE SHOULD
AT ONCE NOTIFY THE LUZERNE COUNTY PURCHASING DEPARTMENT , WHO
WILL REPLY TO SUCH QUESTIONSIN OFFICIAL SUPPLEMENT AND COPIESWILL
BE SENT SSMULTANEOUSLY TO ALL BIDDERS.

ALL BIDDERS ARE RESPONSIBLE TO SEE THAT THEIR NAMES APPEAR IN THE
PURCHASING DEPARTMENT OFFICE ON THE FORM RECORDING THE NAMES OF
PROSPECTIVE BIDDERS, SO THAT THE BIDDERS ARE ASSURED OF RECEIVING
PERTINENT BULLETINSWHICH MAY BE ISSUED BEFORE THE BIDS ARE OPENED.
ALL BIDDERS MUST BE RECOGNIZED DEALERS IN THE MATERIALS SPECIFIED
AND QUALIFIED TO ADVISE IN ITSAPPLICATION OF USE. THE BIDDERS AT ANY
TIME REQUESTED, MUST SATISFY THE COMMISSIONERS AND ADMINISTRATIVE
OFFICERS THAT THEY HAVE THE REQUISITE ORGANIZATION, CAPITAL, PLANT,
STOCK, ABILITY AND EXPERIENCE TO SATISFACTORILY EXECUTE THE
CONTRACT IN ACCORDANCE WITH THE PROVISIONS OF THE CONTRACT IN
WHICH BIDDER ISINTERESTED.

SUBMITTING A PROPOSAL WHEN IT ISINTENDED TO SUBLET THE CONTRACT IS
CAUSE FOR REJECTION OF YOUR BID, OR CANCELLATION OF THE CONTRACT.
IT IS AGREED BY THE PARTIES HERETO THAT WHEREVER THE WORD
“PURCHASING AGENT” OR THE PRONOUN IN PLACE THEREOF OCCURS IN THE
ARTICLES OF AGREEMENT OF SPECIFICATIONS, IT IS HEREBY EXPRESSLY
UNDERSTOOD THAT THE PURCHASING AGENT IS ACTING ONLY UNDER THE
AUTHORITY OF AND SUBJECT TO THE APPROVAL OF THE COMMISSIONERS AND
ADMINISTRATIVE OFFICERS.

BIDS FOR ALL OR PART WHERE BIDS ARE NOT QUALIFIED BY SPECIFIC
LIMITATIONS, THE COUNTY RESERVES THE RIGHT TO AWARD ALL OR ANY OF
THE ITEMSACCORDING TO ITSBEST INTEREST, UNLESS OTHERWISE REQUIRED
IN THE SPECIFICATIONS.

IN CASE OF ERROR IN THE EXTENSION OF PRICES, THE UNIT PRICE SHALL
GOVERN.

IT IS MUTUALLY AGREED AND UNDERSTOOD THAT IF AT ANY TIME, THE
PURCHASING AGENT OR HISAUTHORIZED REPRESENTATIVE SHALL BE OF THE
OPINION THAT THE CONTRACT OR ANY PART THEREOF IS UNNECESSARILY
DELAYED OR THAT THE RATE OF PROGRESS OR DELIVERY ISUNSATISFACTORY
OR THAT THE CONTRACTOR IS WILLFULLY  VIOLATING ANY OF THE
CONTRACT REQUIREMENTS OR CONDITIONS, OR IS EXECUTING THE SAME IN
BAD FAITH, HE SHALL THEREFORE HAVE THE POWER TO TAKE WHATEVER
ACTION HE MAY DEEM NECESSARY TO COMPLETE WORK OR DELIVERY
HEREIN DESCRIBED OR ANY PART THEREOF SAID CHARGE SHALL BE
DEDUCTED FROM AND PAID TO THE COUNTY OUT OF SUCH MONEY ASMAY BE
DUE TO THE CONTRACTOR BY VIRTUE OF THIS AGREEMENT, AND THE
BONDSMEN TO BE HELD LIABLE FOR ANY BALANCE DUE AT THE COMPLETION
OF THE CONTRACT.

THE CONTRACT WILL NOT BE AWARDED TO ANY CORPORATION, FIRM, OR
INDIVIDUAL WHO HAS FAILED IN ANY FORMER CONTRACT WITH LUZERNE
COUNTY TO PERFORM WORK OR DELIVERY OF GUARANTEE OR THE TIME
CONSUMED INTHE COMPLETION.

ITISEXPRESSLY UNDERSTOOD AND AGREED THAT THE INSPECTION OF
MATERIALS AND WORKMANSHIP BY THE PURCHASING OR TESTING
LABORATORY WILL IN NOWAY LESSEN THE RESPONSIBILITY OF THE
CONTRACTOR OR RELEASE HIM FROM OBLIGATIONSTO PERFORM AND
DELIVER TO THE COUNTY SATISFACTORY WORK AND MATERIALS. THE
CONTRACTOR AGREESTO PAY THE COST OF ALL TESTSFOR DEFECTIVE
MATERIALSAND TO ALLOW THE COST TO BE DEDUCTED FROM ANY MONEY



DUE HIM FROM THE COUNTY, OTHERWISE BONDSMEN IN THIS CASE ARE
LIABLE FOR SATISFACTORY COMPLETION OF THE CONTRACT.

12WHEN THE CONTRACT HASBEEN DULY SIGNED AND THE CONTRACT BOND
COVERING THE SAME APPROVED, THEN AND NOT BEFORE, THE CONTRACTOR
MAY SECURE INSTRUCTIONS FROM THE PURCHASING AGENT PERTAINING TO
THE PROCEDURE OF THE WORK OR DELIVERY.

13. IF MORE THAN ONE BID IS OFFERED BY ANY ONE PARTY OR IN THE NAME OF
HIS CLERK, PARTNERS OR OTHER PERSON, ALL SUCH BIDS MAY BE REJECTED.
HOWEVER, A PARTY WHO HAS QUOTED PRICES ON MATERIALSTO A BIDDER IS
NOT THEREBY DISQUALIFIED FROM QUOTING PRICES ON MATERIALS TO
OTHER BIDDERS OR FROM SUBMITTING A BID DIRECTLY FOR THE MATERIALS
OR WORK.

14. THE COMMISSIONERS AND ADMINISTRATIVE OFFICERS RESERVE THE RIGHT
TO REJECT ANY AND ALL BIDS OR SPECIFICATIONS WHEN DEEMED TO THE
BEST INTERESTSOF THE COUNTY AND ALSO TO PURCHASE ANY PART, OR NONE
OF THE MATERIALS SPECIFIED

15.ALL TERMS, REBATES AND DISCOUNTS SHALL BE CONSIDERED TO BE OFFERED
EFFECTIVE ASOF THE DATE OF PAYMENT BY THE COUNTY NOTWITHSTANDING
ANYTHING TO THE CONTRARY EXPRESSED BY THE BIDDER IN HISBID.

16. THE COUNTY WILL REJECT ALL MATERIALS THAT DO NOT MEET THE
SPECIFICATIONS EVEN THOUGH THE BIDDERS LIST THE TRADE NAMES OF
SUCH MATERIALSON THE PROPOSAL SHEET.

17. THE MATERIAL AND EQUIPMENT SHALL BE DELIVERED TO THE COUNTY OF
LUZERNE, PENNSYLVANIA. ALL PRICES QUOTED SHALL BE F.O.B., LUZERNE
COUNTY COURT HOUSE, OR POINT OF DESTINATION WITHIN LUZERNE COUNTY.

18. THE PROPOSAL MUST BE ACCOMPANIED BY A CERTIFIED CHECK, CASHIER'S
CHECK, BID BOND OR TRUST COMPANY TREASURER'S CHECK IN THE AMOUNT
OF TEN PER CENT (10%) OF THE TOTAL AMOUNT OF THE BID SUBMITTED AND
MADE PAYABLE TO THE LUZERNE COUNTY TREASURER, UNLESS OTHERWISE
INSTRUCTED ON THE NOTICE TO BIDDERS PAGE 2 OF THESE INSTRUCTIONS.

19. THE PARTY OR PARTIES BIDDING UPON THIS PROPOSAL TO WHOM THE AWARD
OR AWARDS ARE MADE SHALL BE REQUIRED TO ENTER INTO A CONTRACT
WITH THE COUNTY OF LUZERNE WITHIN THIRTY (30 ) DAYS OF NOTIFICATION
BY THE PURCHASING AGENT. FAILURE TO DO SO, THE AWARD MAY BE
CANCELLED AND THE CHECK SUBMITTED SHALL BE FORFEITED AND BECOME
THE ABSOLUTE PROPERTY OF THE COUNTY OF LUZERNE. |IT IS ALSO
UNDERSTOOD BY THE SUCCESSFUL BIDDER THAT IF, HE OR THEY, UNDER THE
CONDITIONS HEREIN IMPOSED RELINQUISH ABSOLUTELY ALL RIGHT TO
RECOVER SAID AMOUNT OR ANY PART THEROF BY SUIT OR MANDAMUS.

20. THE SUCCESSFUL BIDDER SHALL ALSO BE REQUIRED TO FURNISH A BOND WITH
A PROPERTY SURETY COMPANY IN THE AMOUNT OF NOT LESSTHAN ONE-HALF
(Y2) OF THE SAID CONTRACT GUARANTEEING THE PERFORMANCE OF THE
CONTRACT WITHIN THIRTY (30) DAYS AFTER THE CONTRACT HAS BEEN
AWARDED. IF THE CONTRACT PRICE IS LESS THAN $10,000.00 — NO BOND WILL
BE REQUIRED. AN ANNUAL BOND ISACCEPTABLE AND MAY BE KEPT ON FILE IN
THE CONTROLLER'S OFFICE. UPON FAILURE TO FURNISH SUCH A BOND
WITHIN THIS30 DAY PERIOD, THE AWARD/AWARDS SHALL BE VOID.

21. THE BIDDER OR BIDDERS TO WHOM THE CONTRACT IS AWARDED AGREES TO
RELINQUISH THE COUNTY OF LUZERNE FROM ALL SUITS OR ACTION OF ANY
NATURE OR DESCRIPTION BROUGHT AGAINST THEM FOR OR ON ACCOUNT OF
THE USE OF PATENTS, APPLIANCES, PRODUCTS OR PROCESSES.

22. THE COMMISSIONERS AND ADMINISTRATIVE OFFICERS, HOWEVER, AT THEIR
DISCRETION, MAY EXTEND THE TIME FOR THE COMPLETION OF THIS
CONTRACT, IF PREVENTED BY STRIKES OF EMPLOYEES OR BY REASON OF IT
BEING IMPOSSIBLE TO PROCURE THE NECESSARY MATERIAL, EQUIPMENT, ETC.

23.ALL BIDS MUST BE MADE ON PROPOSAL BLANKS ATTACHED TO THESE
SPECIFICATIONS AND MADE PART THEROF, AND MUST BE ENCLOSED IN SEALED
ENVELOPE DIRECTED TO THE LUZERNE COUNTY PURCHASING DEPARTMENT
ATT: PAM GUARNERI AND ENDORSED UPON THE OUTSIDE OF SAID ENVELOPE
“DIGITAL COPIER.”

24. BIDDERSMUST WRITE OR PRINT THE FIGURESWITH INK OR A TYPEWRITER.




25.

26.

A PROPOSAL WHICH IS INCOMPLETE, OBSCURE, CONDITIONAL OR
UNBALANCED OR WHICH CONTAINS ADDITIONS NOT CALLED FOR OR
IRREGULARITIES OF ANY KIND, MAY BE REJECTED ASINFORMAL. A PROPOSAL
THAT CONTAINS ALTERATIONS OR IS NOT ACCOMPANIED BY A REQUIRED
CERTIFIED CHECK, BID BOND, OR TRUST COMPANY TREASURER’S CHECK
SHALL BE REJECTED.

THE COMMISSIONERS AND ADMINISTRATIVE OFFICERS OF LUZERNE COUNTY
RESERVE THE RIGHT TO REJECT ANY OR ALL PROPOSALS, OR ANY PART OR
PARTS THEREOF AS MAY DEEM TO THE BEST INTEREST OF THE COUNTY OF
LUZERNE. THE LUZERNE COUNTY COMMISSIONERS ALSO RESERVE THE RIGHT
TO CANCEL THE AWARD AT ANY TIME BEFORE THE EXECUTION OF THE
CONTRACT.

SIGNING OF THE AGREEMENT

THE SUCCESSFUL BIDDER OR BIDDERSWILL BE REQUIRED TO SIGN THE ARTICLES OF
AGREEMENT ASFOLLOWS:

1.

IF

YOU ARE TRADING AS AN_INDIVIDUAL — ALL COPIES OF THE ARTICLES OF

AGREEMENT MUST BE SIGNED BY THE INDIVIDUAL TO WHOM THE AWARD IS
MADE AND THE SIGNATURE MUST BE WITNESSED BY THE SAME WITNESS.

IF YOU ARE TRADING ASA PARTNERSHIP -ALL COPIESOF THE AGREEMENT MUST
BE SIGNED BY EVERY PARTNER COMPRISING THE PARTNERSHIP REGARDLESS
OF THE NUMBER AND THESE SIGNATURESMUST BE WITNESSED BY THE SAME
WITNESS.

IF YOU ARE TRADING ASA CORPORATION —ALL COPIESOF THE ARTICLESOF
AGREEMENT MUST BE SIGNED BY THE PRESIDENT (OR VICE PRESIDENT) AND
ATTESTED BY THE SECRETARY OR ASSISTANT SECRETARY AND THE CORPORATE
SEAL MUST BE AFFIXED TO ALL COPIES.




Specifications: Digital Copier

The equipment shall be equal to or greater than the following specifications:

Print Speed: 52-55 Copies per minute

Dual Scan Document Processor (260 sheet capacity)
Duplexing ( 2 sided copy)

2 —500 Sheet paper source

200 Sheet by-pass

3,000 Sheet finisher for multi-position stapling
Print System for net-work printing

Color Scan System

Fax System

Collator

Stand (If necessary)

Warranty period — 1 year toincludeall partsand labor

Delivery & Installation shall beincluded in cost of equipment

Total Bid $

Add Alternate#1 — Color Print option $

Add Alternate #2 — 3 Hole punch option $




BIDDER SIGNATURE FORM

BIDDER

BID MUST BE SIGNED HERE

ADDRESS

TELEPHONE NUMBER

INDIVIDUAL PARTNERSHIP OR CORPORATION

THE BIDDER CERTIFIESTHAT THEY COME UNDER THE CLASSCHECKED BELOW:

PLEASE INSERT NAMES:

(A) INDIVIDUAL OWNER

(B) PARTNERSHIP PARTNERS

CORPORATION
EXACT NAME OF CORPORATION

STATE INCORPORATED

NOTE:

ALL COUNTY PROPOSALSUNDER THE JURISDICTION OF LUZERNE COUNTY
COMMISSIONERS AND LUZERNE COUNTY CORRECTIONAL FACILITY ARE FURNISHED
IN DUPLICATE. ONE COPY OF THE PROPOSAL ISTO BE FILLED OUT AND SUBMITTED
WITH THE BID AND THE REMAINING COPY TO BE RETAINED FOR THE BIDDERS
RECORDS.

BIDSSHOULD BE ASNET PRICES AND SHALL PREVAIL IN THE AWARDING OF
CONTRACTS.

FAILURE OF THE BIDDERSTO SIGN THE BID AND HAVE THE SIGNATURE OF AN
AUTHORIZED REPRESENTATIVE OR AGENT ON THE PROPOSAL IN THE SPACE PROVIDED,
WILL BE CAUSE FOR REJECTION OF THE BID. SIGNATURESMUST BE WRITTEN IN INK.
TYPED, PRINTED OR STAMPED SIGNATURESWILL NOT BE ACCEPTED.

ITISUNDERSTOOD BY BOTH THE COUNTY AND BIDDERSTHAT ALL TRADE NAMES,
CATALOGUE NUMBERSOR BIDS“ASPER SAMPLE” OFFERED ON THISBID SHALL MEET
THE SPECIFICATIONS, UNLESSTHE BIDDER STATESTHAT SUCH TRADE NAMES,
CATALOGUE NUMBERSOR SAMPLESARE NOT EQUAL TO THE SPECIFIED ITEM.

RETURN TO PURCHASING DEPARTMENT



PROPOSAL BLANKS

TO THE COUNTY COMMISSIONERS:

|, THE UNDERSIGNED BEING A DULY AUTHORIZED REPRESENTATIVE OF

SUBMIT FOR YOUR CONSIDERATION A PROPOSAL TO SUPPLY

THE PRICE FOR WHICH (I/WE) WILL SUPPLY EACH ITEM SPECIFIED ON THE FOLLOWING
PAGESISSHOWN IMMEDIATELY AFTER THE DESCRIPTION OF THE PARTICULAR
ARTICLE.

(I’'WE) AGREE, IF AWARDED THE CONTRACT FOR ANY ITEMSSHOWN ON THE ATTACHED
SPECIFICATIONS, TO ENTER INTO A WRITTEN AGREEMENT AND TO FURNISH THE SAID
ITEMSAT THE PRICE SHOWN, AND TO FURNISH A PERFORMANCE BOND (IF APPLICABLE)
WITHIN THIRTY (30) DAYS.

DATE 20

SIGNATURE-TYPEWRITTEN

SIGNATURE —SIGNED IN INK

STREET

CITY & STATE

COMPANY TELEPHONE NUMBER

SALESMAN’'STELEPHONE NUMBER

COMPANY FAX NUMBER



