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RFQ Title Aggregate Hardware Buy 2016-17 RFQ 
Number 

2016-1 

Authorized User Information: 
State of New York Executive Department 
Office of General Services (OGS) 
Procurement Services 
ESP Corning Tower Building, 38th Floor 
Albany,  NY  12242 
 
On behalf of all Authorized Users 

Authorized User Delivery Information 
Multiple Locations Statewide 

Special Delivery Instructions: See attached 

DESIGNATED CONTACTS 

Names E-Mail 

Kelly Rothkopf 
Jessica Laflamme   

MfrUmbrella.Contractors@ogs.ny.gov   
Subject line “Aggregate Hardware Buy 2016-17” 

The Procurement Lobbying Law/Restricted Period is in effect:   Yes    No 
Where Procurement Lobbying Law is deemed applicable by the OGS, by signing, Bidder affirms that it understands 
and agrees to comply with the Authorized User’s policies and procedures relative to permissible contacts.  Information 
may be accessed at:  Procurement Lobbying: 

http://www.ogs.ny.gov/aboutOgs/regulations/defaultAdvisoryCouncil.html) 

QUESTIONS AND OTHER EVENTS 
 
This RFQ seeks Quotes from qualified Contractors for Products from the following checked Lot(s) as defined in Award 
# 22802 – Information Technology Umbrella Contract – Manufacturer Based (Statewide) is/are included in this RFQ: 

 Lot 1 – Software      Lot 2 – Hardware     Lot 3 – Cloud     Lot 4 – Implementation 
 

KEY EVENTS/DATES 
Event 

 
Date Time 

OGS Release of RFQ 2016-1 Aggregate Hardware Buy 2016-17 
Including Attachments: 

Aggregate Hardware Buy 2016-17 Requirements 
Attachment A - EASi On-Line Reverse Auction Agreement 
Attachment B - Bidder Questions And Comments 
Attachment C - Minimum Technical Build Requirements 
Appendix 1, Aggregate Hardware Buy 2016-17 Sales Report Format 
Appendix 2, Aggregate Hardware Buy 2016-17 Advanced Shipping Notice 
Appendix 3, Aggregate Hardware Buy 2016-17 Product Modification 
 
 

6/21  

Deadline for submission of Attachment B, Bidder Questions  6/27 5:00PM EDT 

OGS Issues Response To Attachment B, Bidder Questions And Comments 6/29 5:00PM EDT 

Deadline for submission of: 
Attachment A - EASi On-Line Reverse Auction Agreement 
Attachment C - Minimum Technical Build Requirements 
The last page of this document, Section 17 - Manufacturer Information 
 

7/1 12:00PM EDT 

mailto:MfrUmbrella.Contractors@ogs.ny.gov
http://www.ogs.ny.gov/aboutOgs/regulations/defaultAdvisoryCouncil.html
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Event Date Time 

OGS Notifies Bidders That Passed Stage 2  7/7  

EASi, The On-line Reverse Auctioneer Will Schedule an On-line Reverse Auction 
Training For Bidders Who Passed Stage 1 And 2 

7/7  

EASi Conducts Training 7/11  

Bidders To Submit Opening Bid To EASi For On-line Reverse Auction  7/13  

EASi Conduct On-line Reverse Auction  7/15 
Begin time 9:45AM 

EDT 

OGS Tentatively Awards Aggregate Hardware Buy 2016-17 Agreement 7/19  
 

BASIS FOR AWARD  Lowest Price Meeting Specified Technical Requirements 
 Lowest Price Meeting Specified Technical Requirements and Mandatory Pass/Fail 

Requirements 

E-RATE ELIGIBLE:   Yes (E-Rate Discounts, as applicable)     No       

ATTACHMENTS Aggregate Hardware Buy 2016-17 Requirements 
 
Attachment A - EASi On-Line Reverse Auction Agreement 
Attachment B - Bidder Questions And Comments 
Attachment C - Minimum Technical Build Requirements 
Appendix 1, Aggregate Hardware Buy 2016-17 Sales Report Format 
Appendix 2, Aggregate Hardware Buy 2016-17 Advanced Shipping Notice 
Appendix 3, Aggregate Hardware Buy 2016-17 Product Modification 
 
 

 

OGS will not be held liable for any cost incurred by the Bidder for work performed in the preparation of a 
response to this RFQ. Responses to the RFQ must be received by the deadline specified above. Bidder 
assumes all risks for timely, properly submitted deliveries. A Bidder is strongly encouraged to arrange for 
delivery of RFQ responses prior to the date of the RFQ opening. Late RFQ responses may be rejected. The 
received time of a RFQ response will be determined by OGS. 
 
This RFQ incorporates the terms and conditions of the OGS Information Technology Umbrella Contract 
– Manufacturer Based (Statewide) (“Contract”) and the additional terms and conditions set forth in this 
RFQ and its Attachments. 
 
This RFQ consists of the following parts: 

1. Part A - SCOPE/MANDATORY REQUIREMENTS 
2. Part B – RFQ SUBMISSION REQUIREMENTS 
3. Part C – METHOD OF AWARD AND EVALUATION  
4. Part D - AGGREGATE HARDWARE BUY 2016-17 TERMS AND CONDITIONS 
5. Attachments A, B and C, and Appendices 1, 2 and 3 
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PART A - SCOPE/MANDATORY REQUIREMENTS 
 

SECTION 1 SCOPE 

 
This RFQ is only being distributed to Contractors holding a Lot 2 Manufacturer Umbrella Contract award 
(“Contractors” or “Bidders”). Bids under this RFQ will only be accepted from Contractors (Original Equipment 
Manufacturers).  Bids will not be accepted from Contractor resellers or agents. 
 
The terms and conditions of the Contract and the additional terms and conditions set forth in RFQ Part C govern 
the resulting awards under this RFQ.    This RFQ is referred to herein as either the “RFQ” or the “Aggregate 
Hardware Buy 2016-17”.   
 
The purpose of this RFQ is to establish awards by means of a reverse auction for aggregated purchase by 
Authorized Users for the following 7 configurations of computing devices (“Configuration”): 

1. Enterprise Desktop 
2. Enterprise Notebook 
3. Enterprise All-in-one 
4. Convertible Tablet 
5. Education/Entry Level Desktop 
6. Education/Entry Level Notebook 
7. Unbundled Displays 

 
For the purposes of this RFQ and the resulting awards “Configuration” refers to the requirements set forth in 
Attachment C - Minimum Technical Build Requirements.   
 
Contractors will be selected by means of an on-line reverse auction (see Part C Method of Award and 
Evaluation, Section 2.3 On-line Reverse Auction) which will be conducted among those bidders determined to 
be responsive pursuant to RFQ Part C Method of Award and Evaluation, Section 2.3 Stage 3 On-line Reverse 
Auction.  
 
All awards shall be an estimated quantity Awards. The estimated dollar value of the aggregated award for all 7 
Configurations in this RFQ, based on historical purchases under previous awards, is approximately $120 
million annually. The awards resulting from this RFQ will be Indefinite Delivery, Indefinite Quantity (IDIQ) 
awards. Numerous factors could cause the actual volume of Product actually purchased to vary substantially 
from above estimate. Such factors include, but are not limited to, the following: 

 Awards will be nonexclusive; 

 There is no guarantee of volume to be purchased; and 

 There is no guarantee that demand will continue in any manner consistent with previous purchases. 
 
Contractors must furnish all quantities actually ordered by Authorized Users at or below the prices in the 
Aggregate Hardware Buy 2016-17 Agreement.  
 

SECTION 2  MANDATORY REQUIREMENTS 

 
Bidders for this RFQ must complete and submit the documentation required in Part B - RFQ Submission 
Requirements. 
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PART B - RFQ SUBMISSION REQUIREMENTS  
 

SECTION 1 RFQ RESPONSE SUBMISSION 

The RFQ Response Submission consists of the following: 

 
Section 1.1 Electronic  
 

Electronic media shall be included on Microsoft Windows formatted USB flash drives and must be 
clearly labeled as set forth below. USB flash drives cannot be password protected or require the 
installation of software in order to read files. All Bidder Submissions shall be saved in separate 
unprotected files in Microsoft Office products (Word and Excel) in product release 2007 or higher.  
Each electronic file submission must be externally labeled in the following manner:  

Bidder Name, Aggregate Hardware Buy 2016-17, RFQ 2016-1 
 
Two (2) digital storage devices (USB flash drives), clearly labeled as set forth above containing the 
following documents, completed in their entirety, signed and scanned where applicable:  

A PDF of the signed 

1. Attachment A - EASi On-Line Reverse Auction Agreement in pdf format 

2. Attachment C - Minimum Technical Build Requirements in excel format  

3. This entire document including a signed copy of the last page of this document labeled 

Section 17 “Manufacturer Information” 

 
Section 1.2 Hardcopy  
 

The official name of the Bidder’s organization(s) “Aggregate Hardware Buy 2016-17, RFQ 2016-1” must 
appear on the outside front cover of each copy. If the Bidder Submissions are submitted in a loose-leaf 
binder, this information should also appear on the spine of the binder.  
Two (2) sets of hardcopy Bidder Submissions, one set with original signatures, clearly labeled as 
“Originals,” containing the following documents, completed in their entirety and signed in black or blue 
ink:  

1. Attachment A - EASi On-Line Reverse Auction Agreement 

2. Attachment C - Minimum Technical Build Requirements in excel format 

3. This entire document including a signed copy of the last page of this document labeled 

Section 17 “Manufacturer Information” 

 

Please note that in the case of discrepancies between hardcopy and electronic media submissions, the 
electronic copy shall take precedence over the hardcopy.  
 
Failure to submit the Bidder Submissions as specified herein may result in a Bidder Submission being 
considered non-responsive and ineligible for Agreement award.  
 
Section 1.3 Submission Packaging 
 

Each Bidder Submission should be packaged, sealed and submitted to the location stated in the RFQ 
Requirements. A Bidder is solely responsible for timely delivery of its Bidder Submission to the location 
set forth in the RFQ prior to the stated RFQ Proposal opening date/time stated in Key Events/Dates.  
Each Bidder Submission should have a label on the outside of the package or shipping container outlining 
the following information: PROPOSAL ENCLOSED  
Aggregate Hardware Buy 2016-17, RFQ 2016-1  Due July 1, 2016  12:00PM EDT  
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Bidder assumes all risk of late delivery associated with the Bidder Submission not being identified, 
packaged or labeled in accordance with the foregoing requirements. All Bidder Submissions must be 
signed by a person authorized to commit the Bidder to the terms of the RFQ Documents and the 
content of the Bidder Submission.  

 
Section 1.4 General Information 
  
Section 1.4.1 Notice to Bidders  
 

All RFQ responses and accompanying documentation shall become the property of the State of New 
York and shall not be returned.  
Bidders are responsible for the accuracy of their Bidder Submissions. All Bidders are directed to take 
extreme care in developing their Bidder Submissions. Prior to submission, Bidders are cautioned to 
carefully review their Bidder Submissions.  

 
Section 1.4.2 Incorporation 
 

   Portions of the successful Bidder’s Submission and of this RFQ shall be incorporated into an Aggregate 
Hardware Buy 2016-17 Agreement to be executed by the Contractor and OGS. Therefore, the Bidder 
Submission must be signed by a partner, corporate officer, or other person authorized to commit the 
Bidder to all provisions of the RFQ and the Bidder Submission as submitted. 

Section 1.4.3 Important Building Access Procedures 
 

To access the Corning Tower, all visitors must check in by presenting photo identification at the 
information desk. Bidders are encouraged to pre-register for building access by contacting the 
NYS Procurement receptionist at (518) 474-6262 at least 24 hours prior to the RFQ due date and 
time. Visitors who are registered can check in directly with the Security Desk. Visitors who are not pre-
registered will be directed to a designated phone to call the NYS Procurement Receptionist. The 
Receptionist will register the visitor at that time but delays may occur. Bidders who intend to deliver 
Proposals or conduct NYS Procurement business should allow extra time to comply with these 
procedures. Building Access procedures may change or be modified at any time.  
 

Section 1.4.3.1 Hand Deliveries  
  

   A Bidder must allow extra time to comply with the building access procedures in effect at the Empire 
State Plaza when hand delivering Bidder Submissions or using deliveries by independent courier 
services (see Important Building Access Procedures for additional information). A Bidder assumes all 
risks for timely, properly submitted hand delivery. 

 
SECTION 2 LATE RFQ RESPONSES 

RFQ responses must be received at the location designated in this RFQ at or before the date and time 
established in the Key Events and Dates section. 
 
Any RFQ response received at the designated location after the established time will be considered late.  A 
late RFQ response may be rejected and disqualified from award.  Notwithstanding the foregoing, a late RFQ 
response may be accepted in the Commissioner’s sole discretion where (i) no timely RFQ responses meeting 
the requirements of the RFQ are received, (ii) in the case of a multiple award, an insufficient number of timely 
Bids are received to satisfy the multiple award, or (iii) the Bidder has demonstrated to the satisfaction of the 
Commissioner that the Late RFQ response was caused solely by factors outside the control of the Bidder.  
However, in no event shall the Commissioner be under any obligation to accept a Late RFQ response. 
 
  



Office of General Services 
Procurement Services 

Group 73600 – Award 22802 
Information Technology Umbrella Contracts – Manufacturer Based (Statewide) 

Request for Quote   Page 6 of 12 

 

 

SECTION 3 BIDDER QUESTIONS 

All questions regarding this RFQ or requests for changes to the requirements within Attachment C – Minimum 
Technical Build Requirements shall be submitted using the form Attachment B – Bidder Questions and 
Comments, citing the applicable RFQ document name and document section.  The completed form must be 
emailed to MfrUmbrella.Contractors@ogs.ny.gov by the date and time indicated in the Key Events/Dates 
section.  The subject line of the email must state “Aggregate Hardware Buy 2016-17.”  Questions submitted 
after the deadline indicated may not be answered.  A Bidder is strongly encouraged to submit questions as 
soon as possible.  Answers to all questions of a substantive nature will be provided to all prospective Bidders 
in the form of a question and answer document which will be emailed to all Lot 2 Manufacturers by the 
deadline stated the Key Events and Dates and will not identify the Bidder asking the question.  

 

PART C – METHOD OF AWARD AND EVALUATION 
 
 

SECTION 1 METHOD OF AWARD 

The method of award shall be lowest price per configuration by means of an on-line reverse auction. 

SECTION 2 EVALUATION 

The evaluation shall utilize the three stage process set forth below. 

2.1 Stage 1  

The Attachment A - EASi On-Line Reverse Auction Agreement and Section 17 - Manufacturer 
Information documents will be reviewed. Failure to provide fully completed documents may result in 
rejection of the RFQ Response without further review. 

 
2.2 Stage 2 Technical Evaluation of Configuration Submission 

Submitted technical requirements will be compared to Standard Configuration requirements. Only those 
submissions whose entire Standard Configuration pass review as determined by OGS will move to Stage 
3 for that specific configuration.  Any Configuration that is not in compliance with Contractor’s Umbrella 
contract Lot 2 will be rejected.  

 

2.3 Stage 3 On-Line Reverse Auction 

Only bidders determined by OGS to have passed Stages 1 and 2 will be allowed to participate in Stage 3.   
 

The following reflects the anticipated process for preparing for and conducting the on-line reverse 
auction.  
 
EASi, the on-line auctioneer, will schedule on-line reverse auction training and preparation. An EASi 
designated representative will work with each qualified bidder to prepare for the on-line reverse auction.  
Preparation may include, but is not limited to:  

1. Configuration of the on-line reverse auction computer system 

2. Testing of the bidder interface 

3. Review and discussion of on-line reverse auction event procedures, placeholder bids and 

other documentation, and training 

At least forty-eight (48) hours prior to the start of the on-line reverse auction, Bidders will submit to EASi 
an Opening Bid for the Products it offered in Attachment C - Minimum Technical Build Requirements.  
The Opening Bid shall contain the Bidder’s initial offering prices and discounts to ensure: 

1. The systems are operating correctly 

http://ogssp/sites/psg/it/ITTelcomFinance/IT/AGG%20Buy%202016/2016%20AGG%20BUY/01%20Pre-Procurement/Archive/Marc%20and%20Karen%20Review/MfrUmbrella.Contractors@ogs.ny.gov
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2. The Bidder understands the bidding process  

3. Every product is listed 

4. There are no anomalies triggering a price realism analysis 

During the on-line reverse auction, Bidders shall provide itemized pricing on all products offered in the 
Standard Configurations. All product pricing must be Contract pricing or less. Bidders shall bid a single 
discount off Contract pricing for each of the three categories of Applicable Options. Bidders are 
encouraged to aggressively quote their discounted pricing for the Applicable Options associated with 
each configuration, as the pricing will be factored in the final bid price. The total lowest cost will be 
calculated through the on-line reverse auction as follows: (price for Standard Configuration) + (one or 
more of the items from each of the categories from Applicable Options within Attachment C - Minimum 
Technical Build Requirements offered by all Bidders). 
 
As part of the on-line reverse auction, a Bidder’s Workbook created by EASi will only reference that 
particular bidder’s products. The EASi interface will be configured such that a Bidder will not know the 
identity of competing Bidders.  EASi will keep an event record, which will include the prices offered by the 
Bidders.  
 
To the extent permitted by law, bid pricing shall be held confidential by EASi and OGS from the time of 
receipt of the Opening Bids through the completion of the on-line reverse auction. Bid pricing must be 
submitted by, or under the direction of, an authorized representative of the Bidder.  During the on-line 
reverse auction and throughout the on-line reverse auction, the Bidders will be able to view their own 
prices as well as their ranking against other Bidders by individual configuration, but will not be advised of 
other Bidder’s names, actual bid prices or discounts.  Bidders will be able to view completed auctions. 
 
The on-line reverse auction will have a scheduled stop time. The on-line reverse auction may be 
extended if bids are received within a predetermined amount of time prior to the scheduled stop time. The 
on-line reverse auction will conclude at either the scheduled stop time or at the time at which all 
extensions are completed, whichever is later. 

 
SECTION 3 NEW YORK STATE RIGHTS  

New York State reserves the right to: 
A. Reject any or all RFQ Responses received in response to the RFQ 
B. Withdraw the RFQ at any time, in whole or in part, at the sole discretion of OGS  
C. Make an award under the RFQ in whole or in part  
D. Disqualify any Bidder whose conduct during the RFQ process (including the on-line reverse auction) 

and/or RFQ Response fails to conform to the requirements of the RFQ  
E. Seek clarifications and revisions of the RFQ response  
F. Prior to RFQ Response opening, amend the RFQ or any attachments thereto to correct errors or 

oversights, or to supply additional information, as it becomes available  
G. Prior to the RFQ Response opening, direct Bidders to submit RFQ response modifications 

addressing subsequent amendments to the RFQ or any attachments thereto 
H. Change any of the schedule dates with notification through email to all Contract holders of Lot 2 

Manufacturer Umbrella Contract. 
I. Eliminate any mandatory, non-material requirements that cannot be complied with by all of the 

prospective Bidders  
J. Waive any requirements that are not material  
K. Utilize any and all ideas submitted in an RFQ response  
L. Adopt all or any part of a Bidder's RFQ Response  
M. Negotiate with Bidders responding to this RFQ within the RFQ requirements to serve the best 

interests of the State. This includes requesting clarifications of any or all Bidders’ RFQ Responses 
N. The State reserves the right to exclude any price lists or individual Products and services that do not 

fall within the scope of the RFQ.  
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O. OGS reserves the right to post Authorized User Contract usage of Centralized Contracts.  
P. Upon discovery of non-material completeness or conformance issues with a Bidder’s RFQ Response, 

contact the Bidder to attempt to cure the issue prior to completion of the evaluation of the RFQ 
Response.  

 

PART D- AGGREGATE HARDWARE BUY 2016-17 
TERMS AND CONDITIONS  

 

SECTION 1  TERMS AND CONDITIONS; GENERAL 

In addition to terms and conditions of the Contract, the additional terms and conditions set forth in this Part D 
of the RFQ, and the Aggregate Hardware Buy 2016-17 Agreement apply to the awards resulting from this 
RFQ.  

 

SECTION 2 TRANSACTION FEE  

Each tentative award is contingent on verification from EASi that the Contractor has paid the initial Transaction 
Fee provided for in Section 11 of Attachment A - EASi On-Line Reverse Auction Agreement. If the lowest cost 
Bidder as determined through the on-line reverse auction does not complete payment within 15 calendar days 
to EASi. The tentative award may be withdrawn and a tentative award may be issued to the next lowest price 
bidder. This will continue until a Bidder makes timely payment or the category bidder list is exhausted. 
 

SECTION 3 COMMENCEMENT OF SALES 

  Contractors can commence sales from the Aggregate Hardware Buy 2016-17 Agreement upon OGS posting    
of the awarded configurations with Contractor contact information on the OGS Website.  

 

SECTION 4 WEBSITE REQUIREMENTS 

The State requires that the Contractor establish and maintain a dedicated NYS website specifically for the 
resulting Aggregate Hardware Buy 2016-17 Agreement that has a web-based ordering system with the 
capability of receiving electronic orders from all OGS Authorized Users via the internet.  The web-based 
ordering system shall have full order inquiry capabilities and shall acknowledge receipt of an Authorized User’s 
order.  Contractor shall be required to post a copy of Aggregate Hardware Buy 2016-17 Agreement pricing, in 
both Excel and PDF formats on the website. Each Contractor’s website link will be listed under the Contractor 
information on the OGS website. The Contractor’s website will be the responsibility of the Contractor to 
maintain and keep updated. The Contractor website shall be operational and able to accept orders within 14 
calendar days of the Aggregate Hardware Buy 2016-17 Agreement execution. This website must remain 
accurate and available throughout the duration of Aggregate Hardware Buy 2016-17 Agreement. 
Determination of compliance will be at the sole discretion of the OGS. The State reserves the right to request 
demonstrations of the Contractor’s website.   

Contractors will provide individual quotes to the Authorized Users for their required configurations.  The only 

offerings allowed within the Contractor’s on-line configurator will be those within the OGS approved 

Configuration requirements (base configuration, peripherals, upgrades, maintenance). 

Contractor’s website shall comply with Manufacturers Umbrella Contract Section 2.53, Accessibility of Web 
Based Information and Applications Policy Language. 
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SECTION 5 TERM; AGGREGATE HARDWARE BUY 2016-17 AGREEMENT 

The term of the Aggregate Hardware Buy 2016-17 Agreement shall be up to one year.  
 
The term shall not commence until after all necessary approvals and shall become effective upon electronic 
communication of the final executed documents to the Awardee. All Aggregate Hardware Buy 2016-17 
Agreements shall have a coterminous end date. 
 
The State reserves the right, at its sole discretion, to extend any Aggregate Hardware Buy 2016-17 Agreement 
by an additional one (1) year. 
 
Section 5.1 Short Term Extension  

 
OGS reserves the right to seek a short term extension accordance with Contract Section 2.18, Short Term 
Extension. 

  
SECTION 6 PRICING STRUCTURE AND MODIFICATION  

Section 6.1 Pricing Structure 

This Agreement is Indefinite Delivery, Indefinite Quantity (IDIQ). Numerous factors could cause the actual 
volume of Product actually purchased to vary substantially from above estimate. Such factors include, but 
are not limited to, the following: 

 The Agreement is nonexclusive; 

 There is no guarantee of volume to be purchased; and 

 There is no guarantee that demand will continue in any manner consistent with previous purchases. 
 

Contractor must furnish all quantities actually ordered by Authorized Users at or below the prices in the 

Aggregate Hardware Buy 2016-17 Agreement. 

Contractor shall provide the Configurations and Options initially awarded in the Aggregate Hardware Buy 
2016-17 Agreement, as the same may be modified through the process set forth in 6.2 Product 
Modification, for the entire duration of Aggregate Hardware Buy 2016-17 Agreement including any 
extensions.  
 

Section 6.2 Product Modification  

Contractor is authorized to sell the Configuration and Options initially awarded in the Aggregate Hardware 
Buy 2016-17 Agreement, as the same may be modified through the process described herein utilizing 
Appendix 3, Aggregate Hardware Buy 2016-17 Product Modification. 

If an awarded Configuration or component becomes obsolete or unavailable, a substitute product of equal 

or greater requirement must be substituted at the same or lower Aggregate Hardware Buy 2016-17 

Agreement purchase pricing (as determined at the time of substitution). If an awarded Option becomes 

obsolete or unavailable, a substitute product of equal or greater requirement must be substituted at the 

same or lower Aggregate Hardware Buy 2016-17 Agreement Option discount percentage as the obsolete 

or unavailable product.  Should the substituted product’s Aggregate Hardware Buy 2016-17 Agreement 

purchase pricing be less than its predecessor the new product pricing will be charged for any purchases 

transacted after the effective date of the product substitution. All replacement products and processors 

must be Manufacturer’s documented successor.  All substitutions will be subject to OGS approval. 

 
During the term of the Aggregate Hardware Buy 2016-17 Agreement, if optional products become 
available on Contractor’s Manufacturer Umbrella Contract, the Contractor shall request to add the items to 
the Aggregate Hardware Buy 2016-17 Agreement.  
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SECTION 7 ORDERING 

All orders shall be in accordance with Contract Section 2.29, Purchase Orders and Invoices. 
 

SECTION 8 PRODUCT DELIVERY: STANDARD FACTORY IMAGE 

Each Contractor shall deliver the units ordered by an Authorized User within 30 calendar days of receipt of a 
Purchase Order. The Contractors must provide a Purchase Order receipt notification to OGS Authorized User 
within three business days of receipt of a Purchase Order.  Further, 14 calendar days prior to each delivery, 
the Contractor must provide, at an Authorized User’s request, an Appendix 2, Aggregate Hardware Buy 2016-
17 Advanced Shipping Notice.  
 
SECTION 9 PRODUCT DELIVERY: IMAGING / LOADING SERVICES 

Each Contractor is responsible for installing a factory Authorized User specific standard software image on 
each computing device purchased, when such image is provided by the Authorized User. If an Authorized User 
requires factory imaging, each Contractor shall provide an imaged sample machine within five (5) business 
days of receiving the Authorized User’s image.  Each Contractor is further required to be able to deliver the 
imaged machines ordered by the Authorized User within thirty (30) calendar days from the date of Authorized 
User written approval of the sample machine and receipt of Authorized User’s purchase order for the machine.   
 
SECTION 10 CONTRACT ADMINISTRATION 

Each Contractor shall provide a sufficient number of Customer Service employees who are knowledgeable and 
responsive to Authorized User needs and who can effectively service the Aggregate Hardware Buy 2016-17 
Agreement. 
 
SECTION 11 UNDERLINING CONTRACT PRODUCTS 

Contractors shall make all eligible Authorized Users aware of the Aggregate Hardware Buy 2016-17 
Agreement and make the pricing information available to them. Contractors shall make all sales staff aware of 
this responsibility.  
 
SECTION 12 EXTENSION OF USE 

Any Aggregate Hardware Buy 2016-17 Agreement resulting from this RFQ may be extended in accordance 
with Contract Section 2.34, Non-State Agency Participation in Centralized Contracts & Extension of Use. 
 
SECTION 13 RESPONSIBILITY FOR REPORTING AND ADMINISTRATIVE FEE 

The Contractor Shall provide to OGS verifiable sales reports containing detailed information of all purchases 

made pursuant to Aggregate Hardware Buy 2016-17. The sales reports must be available to OGS utilizing the 

format in Appendix 1, Aggregate Hardware Buy 2016-17 Sales Report Format.  

In addition, the Contractors shall also include the sales from this Aggregate Hardware Buy 2016-17 Agreement 

as part of their Manufacturers Umbrella Contract sales documentation requirements as found in Contract 

Section 2.23.  

 

Section 13.1 Administrative Fee 

The Contractor is required to pay an Administrative Fee in the amount of 0.50% for all sales reported 
through this Aggregate Hardware Buy 2016-17 Agreement.  
 
The Administrative Fee check should be made out to “NYS OGS Finance Office”. Payments will be due 
quarterly in arrears. The due date for each payment will be 30 calendar days following the end of the 
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quarter.  Included with the payment shall be the following information, on either the remittance stub 
and/or a cover letter on company letterhead: Contractor Name, Title of RFQ, Aggregate Hardware Buy 
2016-17, RFQ 2016-1, Reporting Period, Contractor Contact Person and Contact Information. Please 
mail administrative fee payment to: 

OGS Financial Administration 
Empire State Plaza 

PO Box 2166 
Albany, NY  12220 

 
Administrative fees may also be paid electronically. Contact OGS Financial Administration at (518) 474-
3634 for instructions regarding electronic payment. 

 
SECTION 14 ADVERTISING 

In addition to the requirements set forth in the Appendix B, Advertising Results, incorporated as part of the 
Contract, any Contractor press or media releases, advertisements, or promotional literature, regardless of the 
medium, referring to an awardee must be reviewed and approved by OGS prior to issuance.  Contractor also 
cannot use, for any purpose, the New York State of Opportunity registered trademark or the State coat of arms 
without prior approval from the State.   
 
SECTION 15 INSTRUCTION MANUALS AND ASSOCIATED DOCUMENTATION 

Instruction Manuals and Associated Documentation shall be provided in accordance with Contract Section 
2.21, Instruction Manuals and Associated Documentation. 
 
SECTION 16 MWBE GOALS AND REPORTING  

All Contractors are reminded of their responsibility under Contract Section 2.67 Contractor Requirements And 
Procedures For Equal Employment And Business Participation Opportunities For Minority Group Members And 
New York State Certified Minority- And Women-Owned Business Enterprises   
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SECTION 17 MANUFACTURER INFORMATION 

 

Manufacturer Information 

 
 

 

This Page is to be Completed By the Manufacturer Responding to the RFQ 

The RFQ Response must be fully and properly executed by an authorized person. By signing you certify your 
express authority to sign on behalf of yourself and your company, and full knowledge and acceptance of this RFQ 
(including any Attachments, Questions/Answers or addenda), the OGS Centralized Contract and that all 
information provided is complete, true and accurate.   

Contract # Manufacturer Name 

            

Manufacturer Signature:  Date: 

 

Phone Number:       

E-Mail:       

Printed or Typed Name:  
      

Title:  
      

If you are not providing a RFQ Response, place an “x” in the box, please explain why you are not responding, 
and return this page only. 

 WE ARE UNABLE TO RESPOND AT THIS TIME BECAUSE:  
 
      

 
 


