POLICY OBJECTIVES

The Copier Acquisition Policy and associated semi-automated support tools help agencies make optimal copier selection decisions resulting in cost savings and increased work efficiency.  The policy, as a first step, focuses attention on the waste and additional resource requirements associated with a paper-based business system.

BACKGROUND

Currently, there are no statewide policies or guidelines on procuring copiers.  Copier rentals are significant financial commitments for the State, and it is imperative that each decision to acquire one is well-informed and made based on actual needs.    

As part of the Governor’s strategic sourcing initiative, Oregon Smart Buy, a copier Acquisition Policy has been developed to help agencies select the most appropriate copiers for their given needs while ensuring the cost and value of copiers is optimized across Oregon State government.  The primary purpose of this policy and associated semi-automated calculation tools is to provide a standardized procedure for determining the most advantageous model selection.

In addition, the Copier Acquisition Policy begins a trend toward seeing the work environment as a single, contiguous business system, which must be managed as a whole for both cost and productivity.  Digital copiers are increasingly becoming more versatile and now offer integrated capabilities including printing, faxing, and scanning.  In many instances, one advanced multi-functional copier can provide a more cost effective and higher performing solution than all of the existing standalone tools in an office.  

Furthermore, the policy takes the first step in building a community of experts within Oregon State government.  The policy requires each agency to designate a copier coordinator to manage the agency’s copier fleet, forming a community of subject matter experts across Oregon State government that can collaborate and continue the development of the concepts initiated through this policy.

POLICY - HIGH-LEVEL SUMMARY

The Copier Acquisition Policy:

· First emphasizes the need to reduce dependence on paper-based business processes;

· Encourages taking a fresh look at the office environment before making copier acquisition decisions;

· Establishes by policy several proven “best practices” (48 month agreement / aggregated procurement to leverage buying power);

· Utilizes web-based resources and email to create a paperless yet well-documented process;

· Uses only the minimum number of steps necessary to accomplish the task;

· Uses web-based, semi-automated calculations to help a user build a business case, document findings, and make an informed selection;

· Allows an immediate exception process when the business rationale exists to do so;

· Most efficiently produces the data needed for informed decision-making;

· Identifies a community of staff across state government that can be informed and educated, can collaborate, and can act as subject matter experts expected to continue development of the concepts initiated through this policy.

POLICY - DETAIL
Please use the following hyperlink to view the Copier Acquisition Policy in its entirety - Draft Copier Acquisition Policy.
POLICY DEVELOPMENT SCENARIO
1. COPIER CATEGORY SELECTION:  The Office Equipment/Copier category was identified for inclusion in the first wave of the Governor’s Oregon Smart Buy Initiative by the Silver Oak Solutions (SOS) consultants late last fall.  This recommendation was taken to the Oregon Smart Buy Steering Committee comprised of approximately 23 State agencies.  The Steering Committee approved the recommendation, and Silver Oak Solutions and the State Procurement Office set about initiating this category.
2. COLLABORATIVE DEVELOPMENT:  A Primary Sourcing Team and a User Group were established to garner information, expertise and support from State agencies.  The Primary Sourcing Team was comprised of Amy Cheng of Silver Oak Solutions, Pam Johnson and Heather Guthrie of the State Procurement Office, and Dave Marsh of DAS IRMD Publishing and Distribution.  The User Group included the members of the Primary Sourcing Team and the following: Mal McGrory of the Department of Humans Services; Bill Brown of the Department of Corrections; Paul Lucas of Oregon Parks and Recreation Department; and Gary Lollman of the Oregon Department of Transportation.  As part of this process, Silver Oak Solutions conducted extensive research within various State agencies to determine usage patterns, and reviewed all of the existing copier contracts that are currently in place.

Silver Oak Solutions and the State Procurement Office met with the Primary Sourcing Team and the User Group on numerous occasions, and jointly developed the policy and forms attached to this email.  They also developed a usage model that demonstrated how this policy and the associated forms could be used in an agency and what savings could be realized.  The first implementation of the model was used for the Department of Consumer and Business Services.  Three scenarios were used to determine if and where any savings could be realized for "right sizing" copier needs for this agency.  The optimum selection process provides the framework for this policy.
3. MULTI-AGENCY REVIEW:  The policy and forms have also been reviewed and approved by a cross section of agency Administrative Services Directors, the Designated Procurement Officers (DPO) group, as well as the Oregon Smart Buy Steering Committee.  As part of their review process, these groups provided comments and those comments have been incorporated into the policy and associated semi-automated calculation tools.
AGENCY ACTION - COPIER SELECTION PROCESS
The agency Copier Acquisition Selection process uses three web-available, semi-automated tools:
1. Copier Acquisition Selection Tool:  This semi-automated form is to be used by agencies each time they intend to select and procure copiers.  The form is designed to encourage agencies to think about how to make their office more efficient with each copier acquisition.  Once the copy volume is determined, the automated section will generate total rental and copy costs across the equivalent models of all the contracted vendors allowing informed vendor selection.

2. Copier Selection Guidelines:  This document describes how to select the best vendor and rental term, and lists the appropriate models by copier speed that should be used for given common copy volume ranges.

3. Copier Acquisition Exception Tool:  When machines are required that depart from the prescribed selection criteria, this form allows agencies to develop and document a sound business case and justification for their copier selection.  The agency simply forwards the completed Exception Form to the State Procurement Office where the information will be incorporated into subsequent program development and refinement (trending, features use, unanticipated needs, etc.).

