


TERMS OF REFERENCE
Provision of Maintenance Services for Printers and Photocopiers 
1.  Background
AVSI Foundation in Kenya is an international NGO operating in Kenya currently involved in education, child protection, nutrition, agriculture, economic empowerment sectors, renewable energy, and agriculture and currently operating in 30 Counties and seeking to prequalify contractors/companies/IT firms/enterprises to undertake the maintenance of printers and photocopiers.   

2. Objective: 
The Objective is to contract an experienced ICT Service Provider (firm) to provide Preventive/Corrective Maintenance for all of AVSI Kenya printer and photocopier Repair in order to enhance its level of effectiveness and efficiency in programmes delivery.

[bookmark: _GoBack]3. GENERAL DESCRIPTIONS: 
AVSI shall: 
a) On a timely basis, make available to the Service Provider all information available to smoothly and successfully implement the service. 
b) Ensure that there is adequate power Supply during maintenance activities to avoid any delay in the time schedule to be mutually agreed upon.

CONTRACTOR’s Responsibilities 
Contractor shall: 
a) Provide the services set forth in the TOR i.e. chooses the most suitable processes, methods and equipment to perform its services. 
b) Undertake to perform the services with the highest standards of professional, ethical competence and integrity. 
c) Be responsible for any damages done to equipment as a result of the service provider’s negligence. 
d) Notify AVSI in writing within a maximum of 2 days in case it’s unable to respect a contractual stipulations indicating the reasons.

4. SCOPE AND EXTENT OF WORK:
The preventive maintenance will include but not be limited to the follow: the preventive maintenance using proper Printer & Photocopier cleaning kits that will enhance a proper execution ensuring that these equipment are in good working conditions.

a) Preventive Maintenance Services/activities 
 Perform industry standard diagnostic test set. 
 Clean the Fusing unit of Printers and Photocopiers of the office 
 Resolve all error conditions indicated by diagnostics testing or visual inspections and continue to perform testing until an error-free condition exists. 
 Verify correct IT equipment (Printers & Photocopiers) systems operations. 
 Conduct regular check and test of the state of the equipment.
  Avail technicians on call at all times when need arises at the main at satellite offices. 

Note: Regular Preventive Maintenance shall be performed on a quarterly basis (i.e. within the 1st week of the month at the start of each quarter) and shall cover physical check-up and external cleaning.

b) Remedial/Corrective Maintenance Services/Activities 
The curative maintenance consists of a punctual intervention to restore a device in good working condition when anomalies or problems arise such as power supply problems, system startup, error codes. Etc. 
 Replacement of damaged spare parts of Printers and Photocopiers 
 Defective Units/parts shall be replaced with the same quality and specification.
 Repairing and adjusting paper trays; removing all piece of paper and other accessories that are causes of constant paper jam; and adjusting heating time of the machine; and undertaking system integrity checks. 
 All replaced equipment/units/parts diagnosed to be unserviceable shall be returned to the IT/Admin Department for proper disposal procedures to be executed.

5. DELIVERABLE: 
 Good working condition of hardware and equipment maintained. 
 Quarterly comprehensive report submitted to the IT department for better decision making on conditions of a Hardware devices indicated in this ToR.

6. PERSONNEL/QUALIFICATION 
 Legally registered Organization, Business Company with requisite experience and background. 
 Minimum 5 years of experience inn Proving IT support Services. 
 Excellent skills in the planning and execution of preventive and corrective maintenance. 
 Excellent knowledge on of Telecommunication equipment configurations and troubleshooting 
 Experience in maintaining Photocopiers/Printer Machines. 

The company must have IT Personnel with the following qualifications: 

 University Degree or diploma in information technology, Computer Sciences, Engineering or any other related fields.
  Hands-on experience in trouble-shooting, Hardware and software maintenance.

7. Supervision and performance evaluation: 
The services will be supervised by the ICT Officer with support from the Logistics and Procurement Department
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	Printers and copiers 
	
	

	Description
	Category
	Condition
	Location
	DATE
	User
	SERIAL NO.
	DESCRIPTION
	Annual maintenance cost

	Printer
	Equipment
	Good
	HQ Roysambu
	5/9/2011
	Ann Chesi
	CNCK611011
	HP laserjet P2035n
	

	Printer
	Equipment
	Good
	HQ Roysambu
	2.6.2016
	AVSI
	1HC9EGFCN9
	HP LaserJet Pro MFP M477fnw
	

	Printer
	Equipment
	Good
	 HQ Roysambu
	25.10.2018
	ADM
	VNBL4SC8R
	HP LaserJet Pro MFP 
	

	Printer
	Equipment
	Good
	 HQ Roysambu
	3/6/2019
	Collins Otieno
	VNC6H013280
	HP Laser Jet Pro M227 SDN
	

	Printer
	Equipment
	Good
	 HQ Roysambu
	12/14/2019
	Communication
	VNBNM5QB69
	HP Color LaserJet Pro MFP M281fdw Printer

	Printer 
	Equipment
	Good
	HQ Roysambu
	0.3.03.2021
	ROMANA
	CNBMN3F1QV
	HP Laserjet Pro MFP M479fdw
	

	Photocopier
	Equipment
	Good
	HQ Roysambu
	7/18/2022
	AVSI
	VKN2138435
	KYOCERA ECOSYS 4125idn 
	

	Photocopier
	Equipment
	Good
	AVSI Otiende 
	20/03/2020
	AVSI
	VKN9517445
	Kyocera Eco M4125idn Photocopier
	

	Photocopier
	Equipment
	Good
	HQ Roysambu Sarangombe
	26/08/2020
	AVSI
	VCN0338234
	Kyocera Eco M2640idw Photocopier
	

	Photocopier
	Equipment
	Good
	Mukuru
	6.06.2021
	AVSI
	VCN1447353
	Kyocera Eco M2640idw Photocopier
	

	Photocopier
	Equipment
	Good
	Kayole 
	6.06.2021
	AVSI
	VCN1447364
	Kyocera Eco M2640idw Photocopier
	

	Photocopier
	Equipment
	Good
	Tassia
	6.06.2021
	AVSI
	VCN1447361
	Kyocera Eco M2640idw Photocopier
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