[image: ]

METROPOLITAN SCHOOL DISTRICT OF WASHINGTON TOWNSHIP, MARION COUNTY


COPIER VENDOR PRE-QUALIFICATION


IN ORDER TO BE CONSIDERED AS A VENDOR, PLEASE SUBMIT THE FOLLOWING INFORMATION BY 2pm EDT APRIL 10TH, 2017.  ALL QUESTIONS MUST BE ANSWERED AND THE DATA GIVEN MUST BE CLEAR AND COMPREHENSIVE.  PLEASE PRINT or TYPE.  

SECTION A 
 
Legal Company Name:___________________________________________________________   

Street Address: ______________________________________Telephone: _________________ 

City: ______________________________________________State: ___________Zip:_______ 

Person to be contacted ________________________________Position____________________   

Fax Number:________________                                         

Internet Address:___________________________________    

Number of technicians you employ by volume: ______________                                                                            

Length of time the company has been in continuous operation   _____________years. 
 

SECTION B 

List up to 10 of your largest customers and the number of machines you are currently servicing in each

1.
2.
3.
4.
5.


6.
7.
8.
9.
10.


List of your 10 largest K-12 School customers and the number of machines you are currently servicing in each

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

SECTION C

Describe your trade in policy including removal of existing equipment

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




SECTION D

Describe your company’s ability to assist the district in assessing our copier needs and designing equipment placement in our facilities

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SECTION E

Submittal

Please return this form by 2pm April 10, 2017 signed with the following items included: 
1. Copy of Lease agreement
2. Copy of your Maintenance Documents including what supplies are covered
3. Copy of any additional documents pertaining to leasing, purchasing, or maintenance 
4. Description of your Document Management System
5. Description of your Fleet Management System

ALL INFORMATION requested on this form must be completed and all items requested must be received for our review and consideration of your organization.   

I certify that, to the best of my knowledge, all statements and submittals made in conjunction with this application are complete and true. 
 
 
___________________________________                 ______________________________ 
Signature/Title      					   Date




Email complete qualification packet to: business@msdwt.k12.in.us
[bookmark: _GoBack]
Mail completed qualification packet to:

Business Office
Attn: Lora Prange
MSD Washington Township
8550 Woodfield Crossing Blvd
Indianapolis, IN 46240

You will be contacted if you meet the qualifications that we need in a vendor.  Equipment trials will take place in April and May.  
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