COPIER FREQUENTLY ASKED QUESTIONS

Question:   How do I know which copiers are on state contract?
Answer:   For a list and price of copiers on the current state contract, go to the Virginia Technologies Agency (VITA) Contract Listing. Search keyword: copier.  You may also contact Procurement Services for assistance.
Question:   How do I contact a sales representative if I have a question or need advice about leasing a copier?
Answer:   Sales representative information is on the Ordering New Copier page on the Procurement web site.
Question:   How do I request a new copier?
Answer:   All requests for copiers (including lease renewals) should come to Procurement Services in the form of a paper requisition. 
Question:   What is included in my lease agreement?
Answer:   All copier maintenance and supplies (i.e., toner, staples) are included in the lease agreement.  Departments are only responsible if a major part of the copier needs to be replaced. For example, if the drum unit needs to be replaced, the department will be responsible for the price of the drum unit and the installation.  Minor repairs will be covered under the lease agreement.
Question:   What do I include when I send a requisition to purchase a new copier?
Answer:   If you are requesting a new copier, include the model number of the copier and state the number of copies allotted per month and the charge for overages.  Also, include any extra features you would like added to your copier.  If you have a copier that needs to be picked up, state the purchase order number, serial number and model number of the old copier.  
For renewals, also include the lease number (if available) and serial number of the copier being renewed.
Question:   What expenditure code do I use?
Answer:   153400
Question:   How do I cancel an existing lease agreement?
Answer:   Contact Procurement Services stating the reason you would like to cancel the existing lease agreement and when you would like this to take effect.  NOTE:  There is a penalty associated with any early lease termination.
Question:   What is the time frame for a new copier to be delivered?
Answer:   1 to 2 months.*
Question:   How long should I keep my copier?
Answer:   Typical lease agreements are for 36 months.  Twelve months is also an option but not as widely used. Copier leases for 48 and 60 months are available from Virginia Business Systems.
Question:   How will I be billed for my copier?
Answer:   All copier leases are charged to the University’s credit card. The holder of this card is Accounting Services. Departments will not receive invoices for copier leases unless the monthly amount is different from the amount listed on the purchase order. 
Question:   How do I get my old copier picked up?
Answer:   Departments must contact Procurement Services for the pickup of an existing copier. Procurement will issue a formal pick-up request and send a copy to the department via e-mail or campus mail.  NOTE:  It is the department’s responsibility to contact Procurement Services if the copier is not picked up by the specified date.

*IMPORTANT:   After receiving your copier, immediately verify the model number and serial   number against your paperwork.  Be sure to ask the delivery person where the serial number is located on the copier.  Keep this information handy.
