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Graphic Reproduction Equipment Notification of Purchase or Lease
Instructions: Complete this notification prior to purchasing or leasing graphic reproduction equipment over $50,000. Submit this notification (preferably via email) along with a copy of the draft request for bid, to the State Bureau of Procurement Print Manager prior to the issuance of the solicitation. This notification is not required for a purchase or lease from a current statewide contract. For additional information, refer to State Procurement Manual, PRO-D-5, Graphic Reproduction Equipment.
	1. Agency Name
	2. Division/Bureau/Section

	     
	     

	3. Contact Name
	4. Title
	5. Phone
	6. Fax

	     
	     
	     
	     

	7. Mailing Address (Street, City, State, Zip)
	8. Email Address

	     
	     

	9. Old equipment being replaced:
	10. Original Purchase Cost / Dollar  Value of Old Equipment

	
	Make
	Model
	

	
	     
	     
	$     

	11. Check how you will dispose of the old equipment:

	
	 FORMCHECKBOX 
 Trade-in
	 FORMCHECKBOX 
 Rental Termination
	 FORMCHECKBOX 
 Lease Termination
	 FORMCHECKBOX 
 Surplus (Reference PRO-F-3)

	
	 FORMCHECKBOX 
 Other (specify)
	     

	12. Estimated Total Cost / Dollar Value of Proposed Equipment 
	$     

	13. Description of proposed equipment (include make and model):

	
	     

	14. Please provide a business case justification (such as specifications, volume of printing, purpose of machine, why existing print contracts are not sufficient) for the equipment to be purchased (attach a separate sheet if necessary):

	
	     

	Submit a draft copy of your request for bid (RFB) in an electronic format for review with this notification.

	Name of Purchasing Liaison and Phone No.
	Signature of Purchasing Liaison
	Date

	     
	
	     

	Name of Agency Head/ Chancellor or Designee
	Signature of Agency Head/ Chancellor or Designee
	Date

	     
	
	     

	Send this notification and any attachments to the State Bureau of Procurement Print Manager.  Place reply from the Bureau in your RFB file.

	Form and Documentation Sent To
	Date Sent
	Acknowledgement Received From
	Date Received

	
	
	
	
	

	
	
	
	
	
	
	

	FOR STATE BUREAU OF PROCUREMENT USE ONLY

	Date Received
	Received By
	Comments/Questions (maximum 14 calendar day waiting period for DOA questions)

	
	
	


This document can be made available in accessible formats to qualified individuals with disabilities.
