XXXXXXXXXXXXXXXXXXX
	School Ref. No.：
	 XXXXXXXXXXXXXXXXXXX


Dear Sir/Madam,

INVITATION TO TENDER FOR
Rental of Multifunctional Photocopying and Printing System
You are invited to tender for undertaking services of the items as specified in the enclosed tender schedule. If you are not prepared to accept a partial order, please state this clearly on the tender schedule.
Your sealed tender, in duplicate, should be clearly marked on the envelope: “XXXXXXXXXXXXXXXXXXX” or "Tender for Rental of Multifunctional Photocopying and Printing System”.
The envelope should be addressed to XXXXXXXXXXXXXXXXXXX and arrive not later than 12:00 noon on XXXXXXXXXXXXXXXXXXX. Late tenders will not be accepted. Your tender will remain open for 90 days from the “Closing Date”, and you may consider your tender to be unsuccessful if no order is placed with you within these 90 days. You are requested to note that unless Part II of the tender form is completed, the tender will not be considered. 
If you are unable or do not wish to tender, it would be appreciated if you return the tender form with reason to the above address at your earliest convenience.

Tenders will be accepted on an “overall” basis

Yours faithfully,

	

	

	XXXXXXXXXXXXXXXXXXX Principal


TENDER FORM FOR 
Rental of Multifunctional Photocopying and Printing System
(to be completed in duplicate)

	Name of School：
	XXXXXXXXXXXXXXXXXXX

	Address of School：
	XXXXXXXXXXXXXXXXXXX

	Telephone No.：
	XXXXXXXXXXXXXXXXXXX

	School Ref. No.：
	XXXXXXXXXXXXXXXXXXX

	Tender Closing Date：
	12:00 noon on XXXXXXXXXXXXXXXXXXX


PART 1
The undersigned hereby offers to supply all or any part of the items described in the tender schedule attached with the delivery term quoted therein against the date of a firm order placed by the school at the price or the prices quoted in the tender schedule free of all other charges and in accordance with any drawings and/or specifications provided by the schools. In so doing, the undersigned acknowledges that all items not otherwise specified shall be in accordance with British Standard specifications where such exist; tenders shall REMAIN OPEN FOR 90 DAYS after the Closing Date; and the school is not bound to accept the lowest or any tender and reserves the right to accept all or any part of any tender within the period during which the tenders remain open. The undersigned also warrants that his Company’s Business Registration and Employees’ Compensation Insurance Policy are currently in force and that the items which his company offers to supply do not to his knowledge infringe any patents.
PART 2
Reconfirmation of Tender Validity

With reference to Part I of this tender document, it is reconfirmed that the validity of tender offers by this company remains open for 90 days from XXXXXXXXXXXXXXXXXXX.
The undersigned also agrees to accept the fact that once the validity of tender is reconfirmed, the pre-printed clause specified in the Company’s tender forms in regard to this nature shall NOT apply.
Date this                           day of                 20                    
Signature:                    in the capacity of                                     

 (State official position, e.g. Director, Manager, Secretary, etc.)
Duly authorized to sign tenders for and on behalf of : 
_______________________________________________________________________________

whose registered office is situated at                                                    
                                                      Hong Kong.

Telephone Number:                      


Fax Number:                    
PART 3

Specifications of Requirement (Two Units of Color Multifunctional Photocopying and Printing System)

- to be located at XXXXXXXXXXXXXXXXXXX
	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Machine Type:

· Completely New
	
	

	2
	Speed: 

· B/W Copying and Printing: minimum XX pages per minute (A4)

· Color Copying and Printing: minimum XX pages per minute (A4)

· Scanning: minimum XX pages per minute (A4)
	
	

	3
	Paper Size:

· A5 to A3

· Please state maximum paper size: ________
	
	

	4
	Paper Trays:

· Minimum X Trays, XXXX sheets
	
	

	5
	Manual Bypass Trays:

· Minimum XX sheets
	
	

	6
	Paper Weight: 

· Minimum XX - XXX gsm
	
	

	7
	System Memory:

· Minimum XGB RAM

· Minimum XXX GB Hard Disk
	
	

	8
	Printer Driver:
· PCL & PS3
	
	

	9
	Scan Format:

· PDF, JPG, TIFF, XPS
	
	

	10
	OCR Function
	
	

	11
	Printing under sleep mode
	
	

	12
	Multiple Copy:

· 1 – XXX
	
	

	13
	User Panel Interface:

· Traditional Chinese + English
	
	

	14
	Humidity Protection:

· Built-in dehumidifier to avoid moisture
	
	

	15
	Integrated with centralize print accounting system
	
	

	16
	Support different type of contactless card and Provide Card Reader
	
	

	17
	Integrated with Document Management System
	
	

	18
	Environmental and Safety Certified:
· e.g. Blue Angle, Energy Star, RoHS etc
	
	

	19
	Energy Saving:
· Energy Label
	
	

	20
	Remote preventive maintenance
	
	

	21
	Automatic consumable ordering
	
	

	22
	One XX Fax Kit for One of the Color Multifunctional Systems in Part 3
	
	


PART 4

Specifications of Requirement (Two Units of Color Multifunctional Photocopying and Printing System)

- to be located at XXXXXXXXXXXXXXXXXXX 
	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Machine Type:
· Completely New
	
	

	2
	Speed: 


· B/W Copying and Printing: minimum XX pages per minute (A4)

· Color Copying and Printing: minimum XX pages per minute (A4)

· Scanning: minimum XX pages per minute (A4)
	
	

	3
	Paper Size:

· A5 to A3

· Please state maximum paper size: ________
	
	

	4
	Paper Trays:

· Minimum X Trays, XXXX sheets
	
	

	5
	Manual Bypass Trays:
· Minimum XX sheets
	
	

	6
	Paper Weight: 

· Minimum XX - XXX gsm
	
	

	7
	System Memory:

· Minimum XGB RAM

· Minimum XXX GB Hard Disk
	
	

	8
	Printer Driver:

· PCL & PS3
	
	

	9
	Scan Format:

· PDF, JPG, TIFF, XPS
	
	

	10
	OCR Function
	
	

	11
	Printing under sleep mode
	
	

	12
	Multiple Copy:

· 1 – XXX
	
	

	13
	User Panel Interface:

· Traditional Chinese + English
	
	

	14
	Humidity Protection:

· Built-in dehumidifier to avoid moisture
	
	

	15
	Integrated with centralize print accounting system
	
	

	16
	Support different type of contactless card and Provide Card Reader
	
	

	17
	Integrated with Document Management System
	
	

	18
	Environmental and Safety Certified:

· e.g. Blue Angle, Energy Star, RoHS etc
	
	

	19
	Energy Saving:

· Energy Label
	
	

	20
	Remote preventive maintenance
	
	

	21
	Automatic consumable ordering
	
	


PART 5

Specifications of Requirement (One Unit of Color Multifunctional Photocopying and Printing System) 
- to be located at XXXXXXXXXXXXXXXXXXX 
	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Machine Type:
· Completely New
	
	

	2
	Speed: 


· B/W Copying and Printing: minimum XX pages per minute (A4)

· Color Copying and Printing: minimum XX pages per minute (A4)

· Scanning: minimum XX pages per minute (A4)
	
	

	3
	Paper Size:

· A5 to A3

· Please state maximum paper size: ________
	
	

	4
	Paper Trays:
· Minimum X Trays, XXXX sheets
	
	

	5
	Manual Bypass Trays:

· Minimum XX sheets
	
	

	6
	Paper Weight: 

· Minimum XX - XXX gsm
	
	

	7
	System Memory:

· Minimum X GB RAM

· Minimum XX GB Hard Disk
	
	

	8
	Printer Driver:

· PCL & PS3
	
	

	9
	Scan Format:

· PDF, JPG, TIFF, XPS
	
	

	10
	OCR Function
	
	

	11
	Printing under sleep mode
	
	

	12
	Multiple Copy:

· 1 – XXX
	
	

	13
	User Panel Interface:

· Traditional Chinese + English
	
	

	14
	Humidity Protection:

· Built-in dehumidifier to avoid moisture
	
	

	15
	Integrated with centralize print accounting system
	
	

	16
	Support different type of contactless card and Provide Card Reader
	
	

	17
	Integrated with Document Management System
	
	

	18
	Environmental and Safety Certified:

· e.g. Blue Angle, Energy Star, RoHS etc
	
	

	19
	Energy Saving:

· Energy Label
	
	

	20
	Remote preventive maintenance
	
	

	21
	Automatic consumable ordering
	
	


PART 6

Specifications of Requirement (One Unit of Color Multifunctional Photocopying and Printing System) 
- to be located at XXXXXXXXXXXXXXXXXXX
	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Machine Type:
· Completely New
	
	

	2
	Speed: 


· B/W Copying and Printing: minimum XX pages per minute (A4)

· Color Copying and Printing: minimum XX pages per minute (A4)

· Scanning: minimum XX pages per minute (A4)
	
	

	3
	Paper Size:

· A5 to A3

· Please state maximum paper size: ________
	
	

	4
	Paper Trays:

· Minimum X Trays, XXXX sheets
	
	

	5
	Manual Bypass Trays:

· Minimum XX sheets
	
	

	6
	Paper Weight: 

· Minimum XX - XXX gsm
	
	

	7
	System Memory:

· Minimum XGB RAM

· Minimum XX GB Hard Disk
	
	

	8
	Printer Driver:

· PCL & PS3
	
	

	9
	Scan Format:

· PDF,JPG, TIFF, XPS
	
	

	10
	OCR Function
	
	

	11
	Printing under sleep mode
	
	

	12
	Multiple Copy:

· 1 – XXX
	
	

	13
	User Panel Interface:

· Traditional Chinese + English
	
	

	14
	Humidity Protection:

· Built-in dehumidifier to avoid moisture
	
	

	15
	Integrated with centralize print accounting system
	
	

	16
	Support different type of contactless card and Provide Card Reader
	
	

	17
	Integrated with Document Management System
	
	

	18
	Environmental and Safety Certified:

· e.g. Blue Angle, Energy Star, RoHS etc
	
	

	19
	Energy Saving:

· Energy Label
	
	

	20
	Remote preventive maintenance
	
	

	21
	Automatic consumable ordering
	
	


PART 7

Specifications of Requirement (One Unit of Color Multifunctional Photocopying and Printing System) 
- to be located at XXXXXXXXXXXXXXXXXXX
	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Machine Type:
· Completely New
	
	

	2
	Speed: 


· B/W Copying and Printing: minimum XX pages per minute (A4)

· Color Copying and Printing: minimum XX pages per minute (A4)

· Scanning: minimum XX pages per minute (A4)
	
	

	3
	Paper Size:

· A5 to A3

· Please state maximum paper size: ________
	
	

	4
	Paper Trays:

· Minimum X Trays, XXXX sheets
	
	

	5
	Manual Bypass Trays:

· Minimum XXX sheets
	
	

	6
	Paper Weight: 

· Minimum XX – XXX gsm
	
	

	7
	System Memory:

· Minimum XGB RAM

· Minimum XX GB Hard Disk
	
	

	8
	Printer Driver:

· PCL & PS3
	
	

	9
	Scan Format:

· PDF, JPG, TIFF, XPS
	
	

	10
	Printing under sleep mode
	
	

	11
	Multiple Copy:

· 1 – XXX
	
	

	12
	User Panel Interface:

· Traditional Chinese + English
	
	

	13
	Humidity Protection:

· Built-in dehumidifier to avoid moisture
	
	

	14
	Integrated with centralize print accounting system
	
	

	15
	Support different type of contactless card and Provide Card Reader
	
	

	16
	Integrated with Document Management System
	
	

	17
	Environmental and Safety Certified:

· e.g. Blue Angle, Energy Star, RoHS etc
	
	

	18
	Energy Saving:

· Energy Label
	
	

	19
	Remote preventive maintenance
	
	

	20
	Automatic consumable ordering
	
	


PART 8

Specifications of Requirement (One Unit of Color Multifunctional Photocopying and Printing System) 
- to be located at XXXXXXXXXXXXXXXXXXX 

	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Machine Type:
· Completely New
	
	

	2
	Speed: 


· B/W Copying and Printing: minimum XX pages per minute (A4)

· Color Copying and Printing: minimum XX pages per minute (A4)

· Scanning: minimum XX pages per minute (A4)
	
	

	3
	Paper Size:

· A4
	
	

	4
	Paper Trays:

· X Tray, XXX sheets
	
	

	5
	Manual Bypass Trays:

· Minimum XXX sheets
	
	

	6
	Paper Weight: 

· Minimum XX – XXX gsm
	
	

	7
	System Memory:

· Minimum X GB RAM

· Minimum XX GB Hard Disk
	
	

	8
	Printer Driver:

· PCL & PS3
	
	

	9
	Scan Format:

· PDF, JPG, TIFF, XPS
	
	

	10
	G3 Fax Kit
	
	

	11
	Integrated with centralize print accounting system
	
	

	12
	Environmental and Safety Certified:

· e.g. Blue Angle, Energy Star, RoHS etc
	
	

	13
	Energy Saving:

· Energy Label
	
	

	14
	Remote preventive maintenance
	
	

	15
	Automatic consumable ordering
	
	


PART 9

Specifications of Requirement (One Unit of Color Network Printer) 

- to be located at XXXXXXXXXXXXXXXXXXX 

	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Machine Type:
· Completely New
	
	

	2
	Speed: 


· B/W Printing: minimum XX pages per minute (A4)

· Color Printing: minimum XX pages per minute (A4)
	
	

	3
	Paper Size:

· A4
	
	

	4
	Paper Trays:

· X Tray, XXX sheets
	
	

	5
	Manual Bypass Trays:

· Minimum XXX sheets
	
	

	6
	Paper Weight: 

· Minimum XX – XXX gsm
	
	

	7
	System Memory:

· Minimum X GB RAM

· Minimum XX GB Hard Disk
	
	

	8
	Printer Driver:

· PCL & PS3
	
	

	9
	Integrated with centralize print accounting system
	
	

	10
	Environmental and Safety Certified:

· e.g. Blue Angle, Energy Star, RoHS etc
	
	

	11
	Energy Saving:

· Energy Label
	
	

	12
	Remote preventive maintenance
	
	

	13
	Automatic consumable ordering
	
	


PART 10

Specifications of Requirement (Centralize Print Accounting System) 

	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Web-based Accounting System which offers accounting and access control on MFPs and network printers
	
	

	2
	Support Active Directory, LDAP
	
	

	3
	Support Windows, Mac
	
	

	4
	Support Online & Offline Accounting which provide accurate accounting details
	
	

	5
	Copy/Print count based on user, user group/dept., or project code
	
	

	6
	Follow user printing for job release from any one of MFPs
	
	

	7
	Rule based Rule-based Printing - Limit users to perform B/W / duplex output
	
	

	8
	Support smart card, e.g. Mifare / HID / EM / Felica type
	
	

	9
	Support card, username/password and PIN code for user authentication
	
	

	10
	Credit system for students’ copy/print charge
	
	

	11
	Provide Pop-up print driver for public computer to have the control of print jobs from different students
	
	

	12
	Different user roles can be set for different privileges in the administration and management of the system
	
	

	13
	Cash register reader for debit/credit charges
	
	

	14
	Automated report generation
	
	

	15
	Support unlimited user account 
	
	

	16
	Scanning: Support multiple destinations
	
	

	17
	Scanning: Support private and public address book
	
	


PART 11

Specifications of Requirement (Document Management System) 

	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Web-based Document Management System
	
	

	2
	Both teachers and students are able to scan and index the document directly from the MFP or upload the electronic documents of any format from PC anywhere
	
	

	3
	Teachers are able to approve the document which is scanned by students
	
	

	4
	Students are able to read their own document in the system
	
	

	5
	User permission level 
	
	

	6
	Support auto indexing of barcode/OCR
	
	

	7
	Support 2D barcode such as QR code
	
	

	8
	Support unlimited index fields
	
	

	9
	Files are stored under different types of folders and keeps under academic year basis
	
	

	10
	Students can show off their works under presentation mode
	
	

	11
	Folders and files are allow peers feedback or teacher comment
	
	

	12
	Individual folder / file permission setting for sharing student works among different group of student
	
	

	13
	Version control with tracking details such as user name, creation date/time and comment for version
	
	

	14
	Retrieve document by index searching or full text searching
	
	

	15
	Flexibility of export the retrieved document/index to other external storage media
	
	

	16
	At least 50 concurrent users but unlimited named users
	
	


PART 12 

Specifications of Requirement (Optical Marking System)

	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Supports common Simplex/Duplex Image Scanner
	
	

	2
	English and Chinese language support
	
	

	3
	Supports double-sided, multi-page forms
	
	

	4
	Supports the recognition under correction pen.
	
	

	5
	Produces reports for results analysis
	
	

	6
	Batch generation and print report
	
	

	7
	Supports import TIFF format & export data to ASCII, Rich Text, MS Excel, MS Access, MS FoxPro
	
	

	8
	Marking for each answer
	
	

	9
	Answer sheet result calculation
	
	

	10
	Recognition & capture for specific area
	
	

	11
	Support different mark proportion for each question
	
	


PART 13 (Optional)

Specifications of Requirement (Production Printing System) 

- to be located at XXXXXXXXXXXXXXXXXXX
	Item
	Descriptions
	Applicable

(Yes / No)
	If not, please provide detail

	1
	Speed: 


· B/W Copying and Printing: minimum XX pages per minute (A3)
	
	

	2
	State the completion time for print XXX sets of:

· XX pages A4 originals into A3 booklet with folding

· XX pages A4 originals into A3 booklet with stapling

· XX pages A4 originals into A3 booklet with stapling
	
	

	3
	Booklet stapling up to XX sheets
	
	

	4
	Half folding
	
	

	5
	Three folding
	
	

	6
	Cover insertion
	
	

	7
	Corner stapling up to XX sheets
	
	

	8
	Hole punching (2 and 4 holes)
	
	

	9
	Good for newsprint paper
	
	

	10
	Production printing engine
	
	

	11
	Multiple Copy:

· 1 – XXXX
	
	

	12
	Paper Size:

· A5 to A3
	
	

	13
	Paper Trays:

· Minimum XXXX sheets
	
	

	14
	Paper Weight: 

· Minimum XX – XXX gsm
	
	

	15
	System Memory:

· Minimum XGB RAM

· Minimum XXX GB Hard Disk
	
	

	16
	Support network printing and scanning
	
	

	17
	Printer Driver:

· PCL & PS3
	
	

	18
	Enhanced Print Method:

· Hot Folder
	
	

	19
	Support tone curve utility 
	
	

	20
	Support remote panel
	
	

	21
	User Panel Interface:

· Traditional Chinese + English
	
	

	22
	Humidity Protection:

· Built-in dehumidifier to avoid moisture
	
	

	23
	Integrated with centralize print accounting system
	
	

	24
	Environmental and Safety Certified:

· e.g. Blue Angle, Energy Star, RoHS…etc
	
	

	25
	Energy Saving:

· Energy Label
	
	

	26
	Remote preventive maintenance 
	
	

	27
	Automatic consumable ordering
	
	

	28
	School is looking for a financial scheme:

· with monthly XXXXXX B/W copies 
· print services charge by XX months contractual period, and

· provide buy back arrangement for existing machine at around HK$ XXXXXXXX
	
	


Part 14

Pricing Scheme

School is looking for a financial scheme with 
· monthly XXXXXXXXXXXXXXXXXXX B/W and XXXXXXXXXXXXXXXXXXX colour copies 
· print services charge by XXXXXXXXXXXXXXXXXXX months contractual period, and 
· provide buy back arrangement for existing machine at around HK$ XXXXXXXXXXXXXXXXXXX.
Total Service Guarantee

· If the performance of MFP is not satisfied within the contract period, an identical model of MFP with comparable features and capabilities would be swapped.

· Including hardware, labor, all spare parts and consumable but not limited to toner, developers fusing rollers, fusing oil or any item required to make the system run.

· Normal operating supplies DOES NOT INCLUDE Throughput materials, likes, paper, transparency, staple….etc. 

Charge for Financial Scheme:
	Monthly Fee (Part 3- Part 12):
	HK$                              per month

	Option: Monthly Fee (Part 3- Part13):
	HK$                              per month

	Meter Round-Up Period:  
	per                                months

	A3 /Other Size same as A4 Meter Charge:
	Yes / No (If no, please specific:                   )


Excess Meter Rate:         

	B&W
	HK$                               per copy

	Full Color
	HK$                               per copy

	2 - Color / Mono - Color
	HK$                               per copy


 










 

Tender Meeting:

Tenderer may be invited to have tender meeting / interview / presentation after tender closing date.

Authorization and Signature

Name of Tenderer: ___________________________________________________________                                                

Signature of Person Authorized to Sign Tender: ____________________________________                         

    

Date: ____________________________________                     Company Chop
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