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Contract Information and Usage Instructions

Contract Period: 
Start Date: January 1, 2012
Final End Date: December 31, 2019, seven one-year renewals
You may only enter into leases through the end of initial contract term of December 31, 2016. 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 Brassfield
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
Teresa Witty 				Kevin Sprunger
Neopost State of TN Sales 		Major Account Manager
(615) 946-0990				(615) 479-0901
Teresa.witty@haslerneopost.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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Emergency Call Procedures:  Additional Contact Information, see above for primary contacts
Neopost:
· Jean Niro, Neopost Admin | (203) 301-3457 | j.niro@neopost.com 
Pitney Bowes:
· Equipment Repair (800) 520-0020	Billing (800) 228-1071
Supplies (800) 243-7824			Postage by Phone (800) 243-7800
· Francie Coffey, Pitney Bowes Director of Government Sales Central Region | (213) 256-1917 | francie.coffey@pb.com 
· Chris Deubel, Pitney Bowes Government Account Analyst East Region | (203) 794-8893 | chris.deubel@pb.com 

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 at supplier.edison.tn.gov under Statewide Contract Information).
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-related 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
1. To order supplies, follow the instructions for email/PO and phone orders available on Catalog 3 Supplies.
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 on the “Agency Upgrade User Guide” link on the following page: http://tn.gov/generalservices/article/agency-reference-material. 
· For Catalog Items follow the Special Requests process. Special Requests will need to be tagged against the contract number, the supplier ID number, and the UNSPSC commodity code. See the grid below under Billing and Payment for contract, vendor, and remittance location info.
· UNSPSC Codes are listed below. Please note that for leased/rented items you should use code 80161801 so the leased/rented item will not be classified under an asset code:
· 43231515 Mailing and shipping software
· 44102101 Franking or postage machines
· 44102106 Letter folders
· 44102108 Mail machine accessories
· 44102109 Automatic postal or mailing machine
· 80161801 Photocopier rental or leasing service

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

	For Lease Payments:

Pitney Bowes Global Financial Services LLC
PO Box 371887
Pittsburgh, PA 15250-7887
Contract # 45325
Vendor # 9559
	For Purchase, 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

	Neopost

	For Lease Payments:

Neopost USA Inc. / MailFinance
25881 Network Place
Chicago, IL 60673
Contract #29769
Vendor #1456
Location ID: CHICAG-002
	For Purchase, Supplies, Services, Maintenance Payments:
Neopost USA Inc.
25880 Network Place
Chicago, IL 60673
Contract #29769
Vendor #1456
Location ID: CHICAG-001


For contract #45321 with The Pitney Bowes Bank, Inc. and contract #29769 with Neopost, there are multiple remittance locations. When creating the requisition please select the appropriate location based on the grid above. 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. 

Asset and Inventory Management:
If purchasing items through the catalog that are considered assets, 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. 
Support Websites:
· Neopost http://www.neopostusa.com/resources-support 
· Pitney Bowes support.pb.com 
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