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City of Albuquerque
Copy, Bindery and Printing Services Policy
The purpose of this policy is to establish procedures for copy, bindery and printing services for City of Albuquerque agencies.

COPY AND BINDERY SERVICES

Any City agency requiring copy services will utilize the Copying and Bindery services contract established by the Purchasing Division for such services. Services provided in this contract are for specific services as indicated, at the established prices. These services include black & white copying on a variety of paper and size configurations, full color copying on a variety of paper and size configurations, and a variety of bindery services. The intent is to provide low cost copy and bindery solutions for fully finished document requirements.

Submitting Requests for Service

All requests for services must be submitted along with the material for duplication in hard copy or on disc in .pdf, .tif or postscript format, on a Duplicating Requisition in the 9/2000 revision. These forms are available from Office Supply on the first floor of the City/County Building under Stock No. P100600 Form, Duplicating Requisition. Orders may be placed at the location of the contracted service provider, or may be left in the Mail Room on the first floor of the City/County Building. There is a pick-up and drop off daily at the mailroom between 1PM and 2PM, by the vendor.  Normal turn around time for most requests is 24 hours. Duplicating requests requiring more production time due to their volume and/or complexity may take more time but must be quoted by the vendor to the requestor at the time the requisition is accepted. If the requestor is in agreement with the time quoted, such agreement will be documented on the requisition form. If the requestor is not in agreement, or has a grievance due to poor performance with respect to the vendor, the requestor will notify the Office Services Coordinator @ 768-2646, or his designee, immediately. The Office Services Coordinator or his designee will determine any required course of action for the requestor or vendor. Requestors must allow reasonable production time based on the complexity of the request, the standards of the industry and the requirements as set forth in the contract. These factors will be taken into consideration in determination of the appropriate course of action.

Requests may also be submitted by attachment via e-mail to the vendor, with complete instructions on the requirements, your name, dept./div., Activity No., and phone number where the vendor can make inquiries if necessary. The e-mail itself will replace the requisition, so it is recommended to make a hard copy of the request for documentation purposes. You may send your email request to www.us064@alphagraphics.com and preferably with a cc: to www.vcarrillo@alphagraphics.com. 
Billing

Billing will be automatic by Journal Voucher on a monthly basis. All questions and discrepancies should be reported to the Office Services Coordinator. The vendor should provide an invoice at the completion and delivery of the request. The invoice will reflect the billing with all charges listed.

Price List

Contract pricing is available upon request from Office Services or from the contracted vendor. Although the pricing should be comprehensive, it is appropriate to request a price quote from contracted vendor if you so require. 

PRINTING SERVICES

Outside of other existing contracts specific to other printing requirements, all requests for printing will be submitted along with the material for printing in hard copy or on disc in .pdf, .tif or postscript format, on a Duplicating Requisition in the 9/2000 revision, to the Office Service Coordinator or his designee, located in Office Services on the first floor of the City/County Building. These forms are available from Office Supply on the first floor of the City/County Building under Stock No. P100600 Form, Duplicating Requisition. The Office Services Coordinator will act on your behalf in acquiring the printing service required and processing the printing requirement at the best price, highest quality and within the most reasonable time for the requirement. 

Delivery of printed goods can be discussed and agreed upon on a job per job basis. Normal turn around time on printing is four weeks from time of order. Please allow adequate response time in your requests. 

Office Services will process payment upon completion of the job. Charges will be to the Activity as indicated on the Duplicating Requisition.    

Office Services Contact: 

Laurel Duhr, Office Services Coordinator – 768-2646

Mail Room  - 768-2647

Office Supply – 768-2645
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