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UCFAA Association, Inc. 
2026 Invitation to Negotiate (ITN) 

Copier Services for UCFAA 
 
I. STATEMENT OF OBJECTIVE  

The UCFAA Association, hereinafter referred to as UCFAA, is seeking to negotiate with a copier services company 
to provide leased MFD equipment, to include ink, toner and maintenance as requested.  UCFAA intends to award a 
contract for the straight lease of at least eighteen (18) multifunction devices of the size and type equal in or better 
in specifications and features than the existing MFDs (See Appendix A) specified within this ITN for a period of no 
less than 4 years. 
 
UCFAA seeks the assistance of an experienced company or individual that can accomplish all the functionality 
identified in this ITN with the flexibility of providing this functionality over time due to budgetary constraints. 
UCFAA is looking for a Company or individual that has the capability to work with various units of UCFAA with 
unique requests and unique time frames. The vendor with the successful proposal will be required to supply 
UCFAA with copies of current liability insurance and Workers’ compensation coverage, as well as comply with all 
contract standards as outlined in UCFAA’s purchasing manual and the State of Florida Statute requirements. 
 
II. BACKGROUND 

UCFAA employs over 300 individuals.  It is a Direct Support Organization (DSO) of the University of Central Florida.  
Its mission is to positively transform the lives of student-athletes academically, athletically, and personally 
through a nationally competitive program.  It is in Orange County on the main campus of UCF. 
 
UCFAA has determined that entering a continuing contract for leased copier services is consistent with the 
purchasing policy and will serve to provide a consistent standard of copy, printing and scanning services to 
UCFAA. 
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UCFAA will evaluate vendor experience, qualifications and capabilities for providing copier services to UCFAA. The 
desired qualifications are outlined below. Responders are required to submit a written narrative corresponding to 
each of the underlined section items: 
 
III. INITIAL CONTRACT PERIOD 

The contract term is anticipated to be July 1, 2026, through June 30, 2029, with the end of the term being 
negotiable based on pricing and other factors.  
 
IV. SOLE POINT OF CONTACT  

 Name: Al Salleh 
 Title: IT Director 
 Address: 4192 Ken Dixon Way, Orlando, FL, 32816 
 Email: abo@athletics.ucf.edu  

 
Please use the above email address to ask questions and clarification of scope. See the calendar of events for the 
last day to submit questions. 
Only those communications that are in writing from the Sole Point of Contact shall be considered as an authorized 
expression on behalf of UCFAA. Respondents may not consider any verbal instructions as an official expression on 
UCFAA’s behalf. QUESTIONS DIRECTED TO, OR ANY PROPOSALS RECEIVED FROM ANY OTHER 
DEPARTMENT, PERSON, AGENT, OR REPRESENTATIVE OF UCFAA WILL NOT BE CONSIDERED VALID OR 
BINDING. Also, UCFAA will only recognize communications from Respondents that are submitted directly to the 
email above as authorized expressions on behalf of the Respondent. 
 
Respondents to this ITN or persons acting on their behalf shall not contact any employee or officer of UCF, Board of 
Trustees, or a University Direct Support Organization concerning any aspect of this ITN, except in writing to the Sole 
Point of Contact, from the date of release of this ITN through the ITN being awarded. Violation of this provision may 
be grounds for rejecting a proposal response. 

 
V. CALENDAR OF EVENTS 

Action Date/Time 
ITN released 3/23/2026 
Respondent’s Written Questions Due 4/17/2026 
UCFAA Issues Responses to Written Questions 5/1/2026 
Proposals Due from Respondents 5/22/2026 
Contract Commencement 7/1/2026 

 
Unless otherwise revised by a subsequent addendum to this ITN, the dates and times by which stated 
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actions should be taken or completed are listed above. If UCFAA determines, in its sole discretion, that it is 
necessary to change any of these dates and times, it will issue an Addendum to this ITN. All times listed are 
Eastern Standard Time (EST).  
 

VI. SPECIFICATIONS 

Provide an overview and summary of how your company will assist UCFAA. What will be expected of 
UCFAA? (please include in proposal) What services and equipment can UCFAA expect? (See Below) 
 

Company Profile: 

 Individual/Company overview and history 
 How long has the company been in business 
 Number of current employees 
 Number of higher-ed or similarly sized clients served in the last 5 years 
 Years of Experience 
 Capabilities of company - Why should your company be chosen? 

 
1. COPY SERVICE EXPERIENCE 

 References (minimum three references, including all contact information below): 
 Client name 
 Client contact person and title 
 Phone 
 Email address 
 Project pricing estimate/cost for services outlined 

 
2. UCFAA REQUIREMENTS 

 Prospective vendors shall be officially authorized by the manufacturer of the proposed 
equipment to sell, support, and service the equipment offered.  

 The vendor should be able to provide consistent and readily available service and maintenance 
to the leased equipment used by UCFAA. 

 Only NEW current production models will be accepted. 

 Toner provided as part of the service agreement must be OEM. 

 UCFAA shall be supplied by the awarded vendor with a minimum of two (2) of each CMYK toner 
canister to keep on hand for all copiers on the lease for the life of the lease. 

o Example: 18 copiers will have 144 extra toner canisters on hand plus what is already 
loaded in the MFD. 

 Machines must be able to provide quality output utilizing standard copier paper. 

 It is required that all MFP machines be ENERGY STAR certified and labeled. 
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 All devices provided shall be shipped with power management features enabled and set to the 
levels specified in the EPA specifications. 

 Onsite IT would prefer to manage backstock of toner. 

 All equipment shall include the following features/capabilities either fully functional upon 
delivery or capable of being “turned on” at the request of UCFAA during the term of the lease (at 
no additional charge) unless otherwise noted: 

o Automatic Paper Selection 

o Finishers with the ability to staple, collate, and booklet 

o Automatic reduction/enlargement 

o Incrementally enlarging documents up to 200% or better. 

o Incrementally reduce documents to up to 50% or better. 

o Must function as a printer for network connected clients. 

o Must be able to Scan-to-USB drive. 

o Integration with LDAP for Scan-to-email. 

o Be able to be included in and managed through print management systems such as 
PaperCut, Printix, etc. 

o Must be Microsoft Universal Print Ready. 

o PCL5, PCL 6 and Postscript Level 3 drivers for Apple macOS, Windows 32- and 64-bit 
operating systems. 

o Postscript Kit Required. 

o Web based user interface with lockout of administrative setup functions. 
Administrative passwords must be provided to UCFAA IT staff. 

o All equipment must have the ability to store and recall separate user codes to allow 
charge backs to individual departments/staff/etc.  

o Secure print where jobs are stored on the copier until called up through entry of a 
security code at the front panel. 

o All equipment must include USB ports. 
o Scan-to-email (SMTP) and scan-to-network folder in PDF, JPG, or TIFF format. 

o Scan-to-email (SMTP) must support TLS encryption. 

o Walk up feature lockout based on user identification/security. 

o Duplex printing/scanning/copying 

o Walk up fax/email send and receive. 

o Where “Fax” is a requested option, it is the intent of UCFAA to obtain equipment which 
can transmit documents electronically directly from a PC to an outside email address 
(i.e. such as a vendor order desk) or to an outside fax machine address. 

o Scan in color regardless of the device’s output capabilities. 

o Images stored on the unit’s internal hard drive must be encrypted and removed 
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permanently through a scheduled job or interactive command. 

o Toner replacement must be made using recyclable, sealed cartridges (or equivalent) 
rather than bulk chemicals so that there is minimal contact with spent toner. 

o All machines shall use a 120-volt power source and a standard, residential type 3-prong 
plug. Any machine supplied with a different type of plug shall be accompanied by an 
appropriate outlet receptacle at no charge to UCFAA, if necessary. Machines shall be 
U.L. approved, ENERGY STAR qualified and RoHS compliant. 

o Surge protectors protecting AC power, RJ45, and RJ11 must be supplied by the awarded 
vendor and installed with all copiers. 

o As part of the support agreement with the awarded vendor and at the discretion of 
UCFAA’s IT staff, the installation of new firmware supporting new operating systems or 
features shall be performed by the vendor’s certified technicians.  This must be done at 
no additional cost. 

o Pricing for additional equipment not included in the original bid shall be negotiated 
between the Vendor and UCFAA, and all lease additions shall be terminated on the 
same date as the original contract. 

 
3. OTHER REQUESTED FEATURES 

 Monthly lease cost of equipment by type (based on the existing copier types listed in Appendix 
A) 

 Any suggested upgrades to the existing types. 
 

4. INSURANCE REQUIREMENTS 
 Minimum Requirement for liability insurance is $1,000,000 with the UCFAA Association as 

additional insured. 
 

5. LEGAL REQUIREMENTS 
 The agreement with the selected vendor will include a Public Access form which outlines the 

legal aspects of the Florida Public Records law as it applies to entities doing business with 
municipalities. (see attachment A) 

 
6. EQUIPMENT LEASE CONTRACTUAL MINIMUM REQUIREMENTS 

 There shall be no cost-per-copy charge on scanning. 
 Contract may not be assigned to a third party without written approval from UCFAA’s CFO. 
 Training must be provided for key operators at no additional cost to UCFAA. 
 

7. VENDOR SERVICE LEVEL REQUIREMENTS 
UCFAA’s operations rely on the functionality and availability of copiers, and their efficiency is 
directly impeded by unscheduled down time. The awarded vendor will provide prompt 
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maintenance of the equipment (both preventative and remedial) including all parts and labor 
(including drums), transportation, and travel costs of technicians, as well as any equipment 
required to facilitate the repair. 

 
The following service parameters MUST be included in any proposal: 
 The cost of all maintenance on the equipment leased because of this solicitation should be 

included in the total cost/copy price. Please provide a cost per copy breakdown. 
 The vendor shall provide all tools, parts, supplies, labor, and incidental expenses necessary to 

maintain and repair the equipment. At a minimum, maintenance shall include all routine, 
remedial, and preventive maintenance recommended by the equipment manufacturer to 
maintain maximum performance and a description of the company’s preventive maintenance 
program should be included with your response. 

 Maintenance and Supplies Included (All parts, labor, toner, drums, etc.). No price escalation 
allowed for the term of the lease. 

 The successful vendor must respond to all service calls within six (6) business hours of the 
initial call being placed on a regular business day. Regular business day shall be defined as 8 
a.m. to 5 p.m. Monday - Friday. 

 Service records for any machine included in the contract shall be provided to UCFAA upon 
request. 

 Vendor shall have an operational meter credit arrangement to allow for machine malfunctions 
and to compensate for “meter clicks” when service technicians make test copies when 
servicing and repairing equipment. The credits shall be identified and communicated to the 
department at the time of service. 

 It will be the responsibility of the awarded vendor to have an “in-house” service department 
with qualified, trained sales/service staff available to provide software and technical 
assistance at all locations and have access to the manufacturer’s technical resources for 
problems that are beyond the ability of the vendor’s staff. 

 Units that are out of service for more than 2 business days shall be replaced with a loaner 
device of equal or greater capabilities at no cost to UCFAA. 

 Ability to replace equipment based upon poor service records without penalty. 
 Leased equipment relocations must be handled by the vendor, at no additional cost to UCFAA 

in a timely manner (1-3 business days). 
 Leased equipment relocations may be handled by UCFAA’s IT staff provided that prior approval 

has been granted by the vendor. 
 All training shall take place during regular business hours at each department’s location. 
 Training shall be coordinated through the Athletics Business Office and should take place upon 

installation and shall continue until all department personnel are comfortable with the 
operation of the equipment and all its options. Should UCFAA require additional training at any 
time during the contract, the vendor shall provide said training in a timely manner at no 
additional cost. 
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8. METER READINGS 

 It shall be the responsibility of the successful vendor to obtain the meter readings for each 
billing period. 

 It would be preferable that meter reads be completed in an automated manner without 
assistance or interaction by UCFAA IT staff. 



 

 

Appendix A 
 

Copier Friendly 
Name 

Copier Address Building Name Manufacturer Model 

Arena South 12777 Gemini Blvd N, 
32816 

The Venue HP 77830z 

Arena West 12777 Gemini Blvd N, 
32826 

The Venue HP 77830z 

Facilities 4422 Knights Victory Way, 
32816 

John Euliano Field HP 77830z 

KLA 4465 Knights Victory Way, 
32816 

Leadership Center HP 77830z 

Business 4192 Ken Dixon Way, 
32816 

Roth Athletics 
Center 

HP E87650z 

HR 4192 Ken Dixon Way, 
32816 

Roth Athletics 
Center 

HP E87650z 

Operations 4192 Ken Dixon Way, 
32816 

Roth Athletics 
Center 

HP E87650z 

Corp Sales 4192 Ken Dixon Way, 
32816 

Roth Athletics 
Center 

HP E87650z 

Charge On 4192 Ken Dixon Way, 
32816 

Roth Athletics 
Center 

HP E87650z 

Football 1 4180 Ken Dixon Way, 
32816 

Wayne Densch 
Sports Center 

HP E87650z 

Football 2 4180 Ken Dixon Way, 
32816 

Wayne Densch 
Sports Center 

HP E87650z 

Football 3 4180 Ken Dixon Way, 
32816 

Wayne Densch 
Sports Center 

HP E87650z 

Sports 
Medicine 

4180 Ken Dixon Way, 
32816 

Wayne Densch 
Sports Center 

HP E87640z 

Marketing 4465 Knights Victory Way, 
32816 

Acrisure Bounce 
House 

HP E87650z 

Arena North 12777 Gemini Blvd N, 
32816 

The Venue HP E87650z 

Ticket Sales 12777 Gemini Blvd N, 
32816 

The Arena HP E87650z 

Baseball 4422 Knights Victory Way, 
32816 

John Euliano Field HP E87650z 

Softball 4055 Home Run Ct, 32816 Softball Complex HP E87650z 

Marketing 
Poster Printer 

4465 Knights Victory Way, 
32816 

Acrisure Bounce 
House 

HP PageWide 
XL 5100 

 


