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REQUEST FOR PROPOSALS FOR MULTI 
FUNCTION DEVICES (Printers & Copiers) 

VENDOR SERVICES 

 
 
 

ISSUE DATE 
June 8, 2026 

PROPOSAL DUE DATE 
July 6, 2026 

QUESTIONS DEADLINE 
June 19, 2026 

SERVICE LOCATIONS 
San Francisco | Oakland | Los Angeles | 
Portland | Birmingham | Santa Fe | Denver 
| Atlanta 

 
 
 
 
 
 
 

Contact Information 
Urban Alchemy  |  ua-rfp@urban-alchemy.us 
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1. TWO-PHASE SELECTION PROCESS 

Urban Alchemy is using a structured two-phase process to identify the best vendor partner for 
multi-function devices vendor services. Phase 1 is this public posting. Interested vendors submit 
an Expression of Interest (EOI). Shortlisted finalists are then invited into Phase 2, where full 
proposal details, device inventory, and contract specifications are provided. 
 

MILESTONE DATE 

Phase 1 — RFP Published June 8, 2026 

Deadline for Vendor Questions June 19, 2026 

Answers to Questions Issued June 26, 2026 

Phase 1 — Expression of Interest Deadline July 6, 2026 — 5:00 PM PST 

Phase 2 — Invitation for full proposal sent July 17, 2026 

Phase 2 — Full Proposal Submission Deadline August 7, 2026 — 5:00 PM PST 

Vendor Presentations (Required) Week of August 10, 2026 

Award Decision Notice Tuesday, August 18, 2026 

Project Kickoff Tuesday, September 1, 2026 

 
Urban Alchemy reserves the right to revise this schedule. Any revisions will be communicated in 
writing to all registered proposers. 
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2. ABOUT URBAN ALCHEMY 

Urban Alchemy is a non-profit organization dedicated to healing communities at the intersection 
of extreme poverty, addiction, mental illness, and homelessness. Our mission is to transform 
urban spaces with respect and compassion, reshaping the lives of society's most vulnerable 
members. 
 
To support our programs across multiple regions, Urban Alchemy is seeking qualified multi-
function devices vendors to supply, install, and service a standardized system across 8 current 
cities nationally. We are brand-agnostic and open to any industry-standard MFP solution. 
 

Operating Locations 

CITY STATE 

San Francisco CA 

Oakland CA 

Los Angeles CA 

Denver CO 

Portland OR 

Birmingham AL 

Santa Fe NM 

Atlanta GA 
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3. SCOPE OF SERVICES 

The selected vendor shall be responsible for the following services across all 8 current Urban 
Alchemy locations: 
 

3.1 Equipment Supply & Installation 
• Supply and delivery of multifunction devices across all 8 current locations 
• Devices must support duplex printing, color and monochrome output, scanning, and 

copying 
• Site survey and pre-installation planning at each location 
• Physical installation, network integration, and driver deployment 
• End-user and IT staff training sessions at each location 

 

3.2 Security Requirements 
• Hard drive encryption and secure data overwrite on all devices 
• User authentication required at device before any print job releases using PIN, proximity 

card, or SSO 
• Secure pull printing: jobs held in queue until user authenticates at device eliminating 

anonymous printing 
• Integration with Google Workspace LDAP 
• Audit logging of all print, copy, and scan activity 

 

3.3 Device Relocation Services 
• Vendor must be capable of physically moving and reinstalling multi-function devices 

between Urban Alchemy's 8 current locations 
• Includes disconnection, safe packaging, shipping, delivery, reinstallation, and full 

reconfiguration 
• Relocation requests fulfilled within 5–10 business days of written notice from Michael 

Tan or Mike Anderer 
• All device settings, network config, and user authentication must be fully restored at no 

or minimal IT cost 
• Vendor must provide a per-relocation fee schedule or confirm inclusion in managed 

service agreement 
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4. PRICING & COST STRUCTURE 

Urban Alchemy is a registered 501(c)(3) non-profit, EIN: 82-5408579. All vendors must apply 
applicable non-profit pricing programs and demonstrate value for donor-funded expenditures. 
 

4.1 Required Pricing Components 
• Per-unit hardware cost (purchase) and/or monthly lease rate, itemized separately 
• Non-profit discount rate applied, program name and undiscounted list price must be 

stated 
• Cost-per-page (CPP) rates: B&W and color broken out separately 
• Installation, configuration, and training, itemized 
• Monthly managed print service (MPS) fee per device, if applicable 
• Consumables model: included in CPP or billed separately 
• Transparent pricing for unused multi-function devices and storage fees 

 

4.2 Flexible Contract Terms 
• Quote pricing for 1-year, 2-year, and 3-year terms separately 
• No automatic renewal, vendors must notify Urban Alchemy by email no less than 60 

days prior to expiration with renewal options 
• If vendor fails to provide 60-day notice, Urban Alchemy may exit at no cost or penalty 
• Urban Alchemy's silence does not constitute acceptance of renewal, a written consent is 

required 
• Mid-term fleet scaling: add or remove up to 20% of devices without penalty 
• Early termination conditions and fees must be explicitly stated 
• Payment terms: Net-30 from invoice date, monthly billing 

 

4.3 Consolidated Itemized Billing 
• Single consolidated monthly invoice covering all 8 current locations 
• Each location as a separate line item: device count, B&W pages, color pages, CPP 

charges, service fees, consumables 
• Locations referenced by name and city, no co-mingled billing  
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5. CONTRACT TAKEOVER & BUYBACK 

Urban Alchemy's existing fleet includes devices currently under active maintenance contracts 
with an incumbent vendor. Contract takeover capability is heavily weighted in the evaluation. 
 

5.1 Buyback of Existing Assets 
Vendors may offer to purchase or credit Urban Alchemy for existing multi-function devices 
assets as part of the transition. Please state: 

• Per-unit buyback value or trade-in credit offered by device category 
• Whether credit is applied against hardware costs, CPP rates, or invoiced separately 
• Minimum condition requirements to qualify for buyback 
• Who bears the cost of device collection and transport 

 

5.2 Maintenance Contract Takeover  
Urban Alchemy strongly prefers a vendor who can assume maintenance responsibility for the 
existing fleet effective September 1, 2026. Please address: 

• Which of the 8 current locations fall within your direct service network 
• For locations outside your network: proposed solution (subcontractor, national service 

partner, etc.) 
• Process for coordinating handoff with the incumbent vendor with no gap in coverage 
• How existing SLAs will be honored from Day 1 
• Whether takeover is included at no extra cost or priced separately, must be itemized 
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6. PAGE COUNT MONITORING & USER PRINT TRACKING 

Urban Alchemy requires comprehensive, real-time visibility into print activity across all 8 current 
locations, tracking who is printing, what device, how much, and at what cost. 
 

6.1 Page Count Monitoring 
• Real-time page count tracking per device tracking B&W and color separately 
• Per-location aggregation across all 8 cities updated continuously 
• Running cost-per-page calculation updated in real time 
• Low toner alerts at 20% remaining sent automatically to helpdesk by email 
• Device health dashboard: online/offline status, error codes, jam history for all fleet 

devices 
 

6.2 User-Level Print Tracking 
• Every print job logged: username, date/time, device, location, page count, color/B&W, 

document name 
• User authentication required at device before any job releases, PIN, card, or SSO 
• Google Workspace LDAP integration, no anonymous printing permitted 
• Per-user and per-department monthly cost attribution for grant reporting 
• Admin ability to set per-user print quotas and restrict color printing by role 

 

6.3 Reporting Requirements 
• Automated monthly usage report delivered to helpdesk by the 3rd of each month 
• Report includes pages by device, pages by user, cost per location, color vs. B&W 
• High-Utilization User Analytics Dashboard 
• Quarterly fleet optimization report with redeployment recommendations 
• All data is sole property of Urban Alchemy, not to be shared with third parties without 

written consent 
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7. SUPPORT & MAINTENANCE 

SERVICE CATEGORY REQUIRED SLA 

On-site response — critical failure Within 4 business hours 

On-site response — standard issue Next business day 

Remote diagnosis & resolution Within 2 business hours 

Parts availability Local stock or same-day shipment 

Monthly device uptime target 99% or greater 

Loaner device provision Provided if repair exceeds 24 hours 

Normal Support Hours Monday–Friday, 8 AM–6 PM PST 

 
• Account manager dedicated to Urban Alchemy (Preferred) 
• Disclose warranty for multi-function devices 
• 30-day transition support period at contract conclusion 
• Decommissioned multi-function devices must undergo data sanitization or factory 

restoration prior to removal 
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8. VENDOR QUALIFICATIONS 

8.1 Mandatory Requirements 
• Minimum 5 years in business as a multi-function devices vendor or authorized reseller 
• Authorized reseller or direct manufacturer of all proposed equipment 
• Manufacturer authorization or ISO certification for all proposed device brands 
• For locations where direct service is unavailable, identify your certified service partner 
• Experience with mid-size multi-location deployments of multi-function devices within the 

past 3 years 
• Valid business license and minimum $1M general liability insurance 
• No outstanding judgments, sanctions, or material litigation 

 

8.2 Non-Profit Experience (Preferred) 
• Prior engagements with 501(c)(3) organizations of similar size 
• Familiarity with grant-compliance billing and donor-fund accountability 
• Participation in non-profit pricing programs (TechSoup, GSA schedule, manufacturer 

non-profit tier, etc.) 
 

8.3 Client References 
Provide two (2) client references from comparable engagements within the past 3 years. At 
least one must be from a non-profit or public-benefit organization. Each reference must include: 

• Organization name, sector, and contact name/phone/email 
• Number of devices deployed and locations served 
• Contract duration and services provided 
• Description of any buyback or transition assistance provided 
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9.  EVALUATION CRITERIA 

Finalists will be evaluated on the following criteria. Full scoring rubric is included in the Phase 2 
RFP package. 
 

CRITERIA WEIGHT 

Pricing, Total Cost of Ownership & Buyback Offer 20% 

Support & Maintenance Plan 25% 

Vendor Qualifications & References 20% 

Contract Takeover Capability 20% 

Technical Compliance 5% 

Implementation Timeline 10% 

10. SUBMISSION REQUIREMENTS 

This is Phase 1. Do not submit full pricing or detailed proposals at this stage. Submit a 
Expression of Interest (EOI) only. Qualified finalists will be contacted and provided with the full 
RFP package by July 17, 2026. 
 
All Expressions of Interest must be submitted electronically to  
ua-rfp@urban-alchemy.us 
no later than July 6, 2026, at 5:00 PM PST. 
Subject Line: "PRINT URBAN ALCHEMY" 
 
Each Expression of Interest must include the following: 
 

1. Company name, headquarters, and years in business 
2. Geographic service coverage of the 8 current Urban Alchemy cities you can service 

directly 
3. Equipment brands you are authorized to represent or service 
4. Statement on ability to assume incumbent maintenance contracts (contract takeover) 
5. Brief description of non-profit or mission-driven organization experience 
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11. QUESTIONS & CLARIFICATIONS 

All questions regarding this RFP must be submitted in writing by the deadline below. Responses 
will be shared with all participating vendors to ensure a fair and transparent process. 
 
Submit Questions To: ua-rfp@urban-alchemy.us 
Subject Line: "RFP Questions" 
Questions Deadline: June 19, 2026 
 
Note: Urban Alchemy reserves the right to reject any or all expressions of interest, negotiate 
with selected vendors, modify the scope of this RFP, or cancel and reissue at any time based 
on organizational needs. 
 


