SWC# 419 Digital Mailing Machines
Edison Contract #29769, #NV29762, #45321, #45325
Contact Information and Special Use Instructions

Contract Period: 
Start Date: January 1, 2012
Final End Date: December 31, 2019, seven one-year renewals
Last date to order new equipment is December 31, 2015. You may enter into any lease or rental term length prior to December 31, 2015. All lease and rental terms must end by the December 31, 2019 final end date of contract. 

Summary/Background Information: 
· Purchase, lease, or rent mailing equipment
· Lease meters and scales
· Purchase software solutions to support mailing equipment
· Purchase supplies to service mailing equipment
· There are core line items (with Item IDs) and supplemental catalogs with percent discounts for additional equipment, maintenance, and supplies.

State Contract Administrator:
Joy West
Category Specialist
Central Procurement Office
(615) 741-1251
Joyanna.West@tn.gov 

Vendor Contact Information:
Neopost, Inc. 				Pitney Bowes, Inc.
Contract #29769 				Contract #NV29762
Vendor #1456 				Vendor #238
Larry Waters 				Kevin Sprunger
Manager of Government Accounts		Major Account Manager
(281) 216-4596				(615) 479-0901
L.Waters@neopost.com 			Kevin.Sprunger@pb.com



The Pitney Bowes Bank, Inc.		Pitney Bowes Global Financial Service, LLC 
Contract #45321				Contract #45325
Vendor #70034				Vendor #9559 
Kevin Sprunger 				Kevin Sprunger
Major Account Manager			Major Account Manager
(615) 479-0901				(615) 479-0901
Kevin.Sprunger@pb.com			Kevin.Sprunger@pb.com
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Central Procurement Office • Tennessee Tower, 3rd Floor
312 Rosa L. Parks Avenue, Nashville, TN 37243
Tel: 615-741-1035 • Fax: 615-741-0684 • tn.gov/generalservices/
 
Emergency Call Procedures: N/A

Usage Instructions:
1. Identify equipment and/or service that best fits agency needs. 
· Ask each vendor to review your agency’s needs and provide quotes on what machines, accessories, supplies, and/or maintenance items on contract will best meet those needs.
· Your agency has the discretion to determine which vendor/manufacturer to use (Neopost/Hasler or Pitney Bowes). Your agency may have proprietary software in place with one or both vendors that you may need to consider to ensure new machines are compatible.
2. Determine if equipment / service is on contract as line item or catalog item (contracts and catalogs available through Edison or TN SmartShop).
Contract Line Items:
· Neopost: All line items are on contract #29769
· Pitney Bowes entities: 
· Leased equipment and maintenance for leased equipment are on contract #45325
· Purchase and rental equipment, maintenance for purchased or rented equipment, and supplies are on contract #NV29762
· Postage line items such as Purchase Power and Reserve Accounts are on contract #45321
· Some items will be on both contract #NV29762 and contract #45325 because they apply to leased, rented, and purchased equipment
Supplemental Catalogs:
· Neopost: One catalog containing additional equipment, supplies, software, and maintenance. Catalog may be searched and sorted.
· Equipment is offered at a 25% discount off of MSRP price listed
· Maintenance – no discount offered, available at list price
· Supplies are offered at a 6% discount off of MSRP price listed


· Pitney Bowes entities: Three supplemental catalogs associated with each contract.
· Catalog 1 Equipment with 16% discount off of MSRP price listed 
· Catalog 2 Maintenance and Software 20% discount off of MSRP price listed
· Catalog 3 Supplies 15% discount off of MSRP price listed
3. When generating the requisition and purchase order, reference the item ID # for contract line items or the line number and manufacturer part number for catalog items.
4. Adding postage to your meter. 
· Instructions for Pitney Bowes machines at http://support.pb.com/ekip/index?page=content&id=FA2305
· Information on postage payment options at http://support.pb.com/ekip/index?page=content&id=FA2275 
· Instructions for Neopost/Hasler machines at http://www.neopostusa.com/resources-support/faq/faq-postage
· Information on postage payment options at http://www.neopostsoutheast.com/Support/postage-payments.html 

Requisition and Purchase Order Generation:
For information on how to create a requisition and/or purchase order please click use the “Guide to Agency Purchasing” document in Edison under the Procurement Tab, Procurement Information box. 
· For Catalog Items follow the Special Requests process. Special Requests will need to be tagged against the contract number, the vendor ID number, and an NIGP code.
· For all Neopost/Hasler items: Contract #29769 | Vendor #1456
· For Pitney Bowes items: see the grid below under Billing and Payment
· NIGP Codes (this is not a comprehensive list of applicable NIGP codes, if these codes do not fit what you are purchasing, you will need to go to the following link and choose the most appropriate NIGP code for each item  http://tn.gov/generalservices/article/nigp-codes):
· 985-54 Mailing Equipment Including Postage Meter Rental or Lease
· 915-28 Electronic Information and Mailing Services
· 600-63 Folding/Inserting/Sealing Machines
· 780-78 Postal Scales, Electronic (Computing)
· 939-52 Mailing Machines and Equipment Maintenance and Repair
· 963-57 Postage Related Purchases (Incl. Postage Stamps, Pre-Sort 1st Class Inscriptions, Postage by Phone for Meters, etc.)
· 600-77 Postage Meters
· 600-80 Postage Meter Supplies



Billing and Payment Instructions:
FOB Destination; Net 45 Payments
There are three individual contracts established with Pitney Bowes entities for the purpose of payment. Please refer to the grid below to ensure you utilize the correct contract, vendor, and location. 

	For Lease Payments

Pitney Bowes Global Financial Services LLC
PO Box 371887
Pittsburgh, PA 15250-7887
Contract # 45325
Vendor # 9559
	For Rental, Supplies, Services, and Maintenance Payments:
Pitney Bowes Inc.
PO Box 371896
Pittsburgh, PA 15250-7896
Contract # NV29762
Vendor # 238

	For Reserve Account Postage Payments
Pitney Bowes
Reserve Account
PO Box223648
Pittsburgh, PA 15250-2648
Contract # 45321
Vendor # 70034
Location ID: PITTSB-004
	For Purchase Power Postage Payments
Pitney Bowes
Purchase Power
PO Box 371874
Pittsburgh, PA 15250-7874
Contract # 45321
Vendor # 70034
Location ID: PITTSB-005



For contract #45321 with The Pitney Bowes Bank, Inc., when creating the requisition please select the location that corresponds for purchase power payments and reserve account deposits. On the review and submit tab, click on the line details icon next to each item. Then click on the magnifying glass next to Vendor Location and choose the location. Please choose “PITTSB-005” for Purchase Power Payments or “PITTSB-004” for Reserve Account Deposits.

Asset and Inventory Management:
If purchasing items through the catalog that are considered assets, then you will need to follow procedures to obtain an item ID for asset items. Please contact the Central Procurement Office for information on determining whether or not an item is an asset and how to request an item ID.

Miscellaneous Information: 
Authorized Dealers:
Neopost has authorized dealers that provide and service Neopost/Hasler equipment. Please see the Neopost Authorized Dealers document available at http://www.tn.gov/generalservices/article/cpo-statewide-contract-usage-instructions. 
Additional Contact Information:
· Stacey Graham, Neopost Government Account Relationship Manager | (713) 690-0635 | s.graham@neopost.com 
· Dana Reese, Pitney Bowes Centralized Account Management Specialist | (877) 213-7292 ext. 5166 | dana.reese@pb.com
· Francie Coffey, Pitney Bowes Director of Government Sales Central Region | (213) 256-1917 | francie.coffey@pb.com 
Support Websites:
· Neopost http://www.neopostusa.com/resources-support 
· Pitney Bowes support.pb.com 
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