[bookmark: _GoBack]STATE OF UTAH 63A‐2‐105 COPIER REQUEST FORM
TO USE THE COPIER CONTRACTS, PRE‐AUTHORIZATION IS REQUIRED.
1. All State Agencies are required to compare a minimum of three digital copier brands and are encouraged to compare brands based on a best value analysis taking in consideration their individual needs including, but not limited to, price, trade-ins, customer service, maintenance, copier delivery, toner delivery time, etc.
2. 	State Agencies must then complete the 63A‐2‐105 Copier Request Form and submit it to Larry Harston (with comparison documentation) for approval prior to ordering any copier from the contractor.


SUBMIT COMPLETED FORM BY:	
EMAIL
digitalcopierservice@utah.gov



	DEPARTMENT
	AGENCY
	ADDRESS

	CONTACT PERSON
	PHONE
	FAX
	EMAIL ADDRESS

	
	DATE PREPARED
	DATE NEEDED BY


EXPLAIN THE CIRCUMSTANCES LEADING TO THE PURCHASE OF THE NEW COPIER
	

	

	


· [bookmark: MINIMUM_SPECIFICATIONS_(FUNCTIONS/FEATUR]LEASED COPIER	 NON-LEASED COPIER
MINIMUM SPECIFICATIONS (FUNCTIONS/FEATURES) OF THE NEW COPIER
	COPIES PER MINUTE (CPM)
	FIRST COPY SPEED (Seconds)
	FEEDER/DOCUMENT HANDLER TYPE
	MONTHLY VOLUME

	PAPER CAPACITY (Sheets)
	COPY THROUGHPUT (Paper Size & Weight)
	COLLATING TYPE
	STAPLING TYPE

	DUPLEXING
1:1	2:2	2:1
	VARIABLE MAGNIFICATION
	PRESENT REDUCTION/ENLARGEMENT
	POWER REQUIREMENTS

	OTHER

	

	

	


COPIER SELECTED
	MAKE AND MODEL
	VENDOR
	CONTRACT NUMBER

	PURCHASE PRICE
	END OF LIFE HARD DRIVE REMOVAL PRICE
	MAINTENANCE COST PER COPY
	SUPPLY COST PER COPY


CURRENT/TRADE-IN COPIER (If multiple trade-ins for the selected copier, please attach trade-in copier info for each trade-in.)
	PURCHASE PRICE
	PURCHASE DATE
	MAKE AND MODEL
	AVG MONTHLY VOLUME


WE HAVE REVIEWED THIS REQUEST AND DETERMINED IT WILL PROVIDE CLEAR BENEFIT TO THE STATE
	
	
	

	DEPARTMENT OR DIVISION DIRECTOR'S SIGNATURE
	PRINT NAME
	DATE



· APPROVED	ADDITIONAL RECOMMEDATIONS ATTACHED
	
	
	

	COPIER L&M MANAGER'S SIGNATURE
	PRINT NAME
	DATE



