
 

NOTICE 
INVITING REQUEST FOR PROPOSALS 

LEASE OF PHOTOCOPIERS FOR A PERIOD OF THREE (3) YEARS 
The Urban Development Corporation of Trinidad and Tobago Limited (UDeCOTT) invites suitably qualified and 
experienced entities to submit proposals for the Lease of Photocopiers for a Period of Three (3) Years. 

Proponents are advised that in keeping with the requirements of the Office of Procurement Regulation (OPR), 
suppliers of goods, works and services interested in conducting business with UDeCOTT must be registered on the 
OPR Procurement Depository. The relevant guidelines for registration can be found on the OPR website via 
https://oprtt.org/procurement-depository/. Therefore, UDeCOTT is inviting suitably qualified suppliers to register 
and apply for pre-qualification in the OPR's Procurement Depository under the respective Line of Business 
applicable to the services being procured. Proponents are advised that, for ease of reference, the relevant Lines 
of Business are identified in the respective Frequently Asked Questions (FAQs) available on UDeCOTT's website. 

The RFP package will be available via UDeCOTT’s E-Tender System from Wednesday 12, August 2026. To access 
the Tender, Proponents must register on the E-Tender System via https://udecott.etenderworld.tt/login.php. 

Should you encounter any technical difficulties in accessing or using the system, you are to immediately contact 
our IT Helpdesk at 225-4004 ext. 206 or etenderhelpdesk@udecott.com, carbon copying the Office of the Chief 
Procurement Officer at tenders@udecott.com. 

The successful Proponent(s) shall be chosen using a competitive selection process as set out in the Request for 
Proposal (RFP). Proponents are informed that submissions must include ALL the documents as set forth in the 
RFP. Failure to do so may result in disqualification. 

INFORMATION SESSION  

An Online Information Session will be held via Microsoft Teams on Tuesday August 18, 2026, at 10:00 a.m.  
Interested parties are kindly asked to confirm their availability, together with the names and preferred email 
addresses of their representatives who will be in attendance, via email to tenders@udecott.com.  

SUBMISSION 

Proponents are advised that submissions must include ALL the documents as set forth in the RFP and must be in 
accordance with the terms therein. 

Failure to do so may result in disqualification.  
 

The deadline date for submission of proposals is September 10, 2026 at 2:00 p.m. (AST). 

Additional information may be requested through email forwarded to the attention of The Office of the Chief 
Procurement Officer at tenders@udecott.com. 

UDeCOTT reserves the right to reject any or all proposals for failure to comply with any mandatory requirements 
stated in the RFP. 
 
THE OFFICE OF THE CHIEF PROCUREMENT OFFICER 
 

 

 
THE URBAN DEVELOPMENT CORPORATION OF 

TRINIDAD AND TOBAGO LIMITED (UDeCOTT) 

https://oprtt.org/procurement-depository/
https://udecott.etenderworld.tt/login.php
mailto:etenderhelpdesk@udecott.com
mailto:tenders@udecott.com
mailto:tenders@udecott.com
mailto:tenders@udecott.com


FREQUENTLY ASKED QUESTIONS (FAQs) 
 

LEASE OF PHOTOCOPIERS FOR A PERIOD OF THREE (3) YEARS 
 
What is the purpose of this Request for Proposal?  
The purpose of this Request for Proposal is to identify and contract a suitably qualified and experienced Service 
Provider to undertake the Project. 
 
When will the RFP be available? 
The RFP package will be available on UDeCOTT’s E-Tender System from Wednesday August 12, 2026. 
 
What is the Location of the site?   
38-40 Sackville Street, Port of Spain. 
 
Are interested parties required to register with the Office of the Procurement Regulator? 
Proponents are advised that in light of the proclamation of the Public Procurement and Disposal of Public Property 
Act, 2015, all proponent interested in conducting business with UDeCOTT must be registered on the OPR 
Procurement Depository. The relevant guidelines for registration can be found on the OPR website via 
https://oprtt.org/procurement-depository/. Proponents are required to apply for pre-qualification in the OPR’s 
Procurement Depository for the following: 
 
Line of Business Code: 80161801 – Photocopier rental or leasing service 
 
Is it mandatory to attend the online information session? 
Attendance to the online information session is not mandatory.  It does, however, provide a greater understanding 
of the requirements of the RFP.  
 
Are there any eligibility requirements for this Procurement Process?  
In order to be eligible for evaluation and/or consideration to provide the Services, Proponents must be able to 
demonstrate the following:  

• Incorporation or otherwise registered to do business in Trinidad and Tobago as evidenced by the 
Certificate of Incorporation or Registration (as applicable);   

• Submission of Statutory Clearance/Compliance Certificates, (for companies incorporated/registered in 
Trinidad and Tobago) valid as at the tender submission deadline, namely: 

• VAT Clearance Certificate  
• BIR Clearance Certificate  
• NIS Certificate of Compliance  

 
Are interested parties required to register with the Office of the Procurement Regulator? 

Proponents are advised that in light of the proclamation of the Public Procurement and Disposal of Public Property 
Act, 2015, all proponent interested in conducting business with UDeCOTT must be registered on the OPR 
Procurement Depository. The relevant guidelines for registration can be found on the OPR website via 
https://oprtt.org/procurement-depository/.  

https://oprtt.org/procurement-depository/
https://oprtt.org/procurement-depository/


Are Proponents required to purchase the RFP package? 
There will be no cost for the RFP package. 
 
Are Proponents required to submit a Bid Bond with their Proposals?  
No, a Bid Bond is not required for this RFP. 
 
 

Proponents are to note that the responses provided as guidance to these Frequently Asked Questions does not 
relieve the Proponent of its obligation and responsibility to fulfil and comply with all requirements of the 
Request for Proposals. 
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TERMS OF REFERENCE 
Urban Development Corporation of Trinidad and Tobago Limited (UDeCOTT) 
#38-40 Sackville Street 
Port-of-Spain 
Trinidad and Tobago 
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Confidentiality Statement 

The vendor, its employees, agents or subcontractors shall not disclose, publish or authorize others to publish 
any confidential information obtained from the records of UDeCOTT. The vendor warrants that it will not sell, 
loan, share, or otherwise use any of UDeCOTT’s data with any third party whatsoever. 

16 APRIL 2026 
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1. INTRODUCTION 
The Urban Development Corporation of Trinidad and Tobago (UDeCOTT) invites suitably qualified 
and experienced vendors to submit proposals for the lease, installation, commissioning and 
maintenance for a period of three (3) years for the following: 

• Seven (7) Entry Level Production / Light Production Digital Press 
• Three (3) High-End Office / Departmental Multi-Function Printers (MFP) 
• Five (5) Mid-Range Office / Departmental Multi-Function Printers (MFP) 

The Corporation seeks a comprehensive managed print solution that delivers high-quality output, 
reliability and operational efficiency to support its business functions. 

2. OBJECTIVE 
The objective of this RFP is to procure a fleet of Entry Level Production-Grade Digital Colour 
Printers, High-End Multi-Function Printers and Mid-Range Multi-Function Printers under a lease 
arrangement that will: 

• Provide consistent, high-resolution colour and monochrome output 
• Support medium-to-high-volume printing demands 
• Improve turnaround time for internal and external documentation 
• Reduce total cost of ownership through a managed service model 
• Ensure minimal downtime through proactive maintenance and support 

3. BACKGROUND 
UDeCOTT is responsible for the delivery of infrastructure and development projects across 
Trinidad and Tobago. The Corporation produces a significant volume of printed materials, 
including reports, presentations, drawings and operational documents. 

To enhance productivity and ensure high-quality output, UDeCOTT intends to upgrade its current 
printing capabilities by implementing a standardized fleet of Entry Level Production-Grade Digital 
Colour Printers, High-End Multi-Function Printers and Mid-Range Multi-Function Printers 
supported by a reliable service framework. 
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3.1  Office Locations 
The distribution of various printers will be as follows: 

• UDeCOTT’s Head Office - 38-40 Sackville Street, Port of Spain  
• 12 Abercromby Street, Port of Spain  
• POS Parkade - Corner Edward, Queen and Richmond Streets, Port-of-Spain 
• PM Residence & Diplomatic Center – St Anns 

4. SCOPE OF SERVICES 
The selected vendor shall be responsible for: 

• Supply and delivery of the following for a period of three (3) years: 
 Seven (7) Entry Level Production / Light Production Digital Press 
 Three (3) High-End Office / Departmental Multi-Function Printers (MFP) 
 Five (5) Mid-Range Office / Departmental Multi-Function Printers (MFP) 

• Installation, configuration and commissioning of all devices 
• Electrical Power Protection for each device 
• Integration with the Corporation’s network environment 
• Preventative and corrective maintenance services 
• Supply of all consumables with the exception of toner and paper supplies 
• Operator training and documentation 
• Ongoing technical support and service level management within a 24-hour basis 

 
The solution must be fully operational within the agreed implementation timeline. The Lease 
agreement is expected to commence on 1st November, 2026. 

5. SPECIFICATIONS 
Vendors must propose equipment that meets or exceeds the following minimum technical 
requirements: 

A. ENTRY LEVEL PRODUCTION / LIGHT PRODUCTION DIGITAL PRESS 
CATEGORY REQUIREMENT 

Printer Class Entry Level Production / Light Production Digital Press 

Technology Production laser digital press 

Standard Functions Print, Copy, Scan 

User Interface Touchscreen interface 

Paper Input / Tray Configuration Duplex Automatic Document Feeder: Minimum 250 sheets  
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CATEGORY REQUIREMENT 
Trays 1 & 2: Minimum 550 sheets each; Custom sizes: 
Letter to Tabloid  
Trays 3 & 4: Minimum 1,000 sheets each; Custom sizes: 
Letter 
Bypass Tray: Minimum 250 sheets 

Print Speed Minimum 65 ppm color / 70 ppm B&W  
Print Resolution Minimum 2400 × 2400 dpi  
First Page Out Maximum wait time of 5 seconds 
Warm-up Time Maximum wait time of 90 seconds  
Print Technology Laser 
Monthly Duty Cycle Minimum 275,000 pages 
Recommended Monthly Volume Minimum 45,000 pages 
Scanner Type Duplex automatic document feeder 
Scan Speed Minimum 200 images per minute (ipm) 
Optical Scan Resolution Minimum 600 × 600 dpi  
Copy Resolution Minimum 2400 × 2400 dpi  
Maximum Copy Quantity 9,999 copies 
Paper Size (Maximum) 12 × 18 in  
Paper Weight 60 – 300 gsm 
Standard Paper Capacity Minimum 3,000 sheets 
Maximum Paper Capacity Minimum 7,000 sheets 
Output Capacity ~500 sheets standard 
Finishing Options Staple, booklet, trim, hole punching 
Print Languages PCL5c, PCL6, PostScript, PDF, XML  
Connectivity Ethernet, USB 
Security Secure print, encryption, user authentication 
Electrical Power Protection Must be supplied with device 
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B. HIGH-END OFFICE / DEPARTMENTAL MULTI-FUNCTION PRINTER (MFP) 
CATEGORY SPECIFICATION 
Printer Class High-end Office / Departmental Multifunction Printer 
Standard Functions Print, Copy, Scan 
User Interface Touchscreen interface 

Tray Quantities 

Duplex Automatic Document Feeder: Minimum 100 
sheets  
Trays 1 & 2: Minimum 500 sheets each; Custom sizes: 
Letter to Tabloid  
Trays 3 & 4: Minimum 700 sheets each; Custom sizes: 
Letter  
Bypass Tray: Minimum 100 sheets 

Print Speed Minimum 70 ppm (colour and black & white)  
Print Resolution Minimum 1200 × 2400 dpi 
First Page Out Minimum 2 seconds (B&W), 3 seconds (colour)  
Print Technology Laser 
Monthly Duty Cycle Minimum 275,000 pages 
Recommended Monthly Volume Minimum 30,000 pages 

Scanner Type Duplex automatic document feeder (DADF), single-pass 
scanning 

Scan Speed Minimum 200 images per minute (ipm) 
Optical Scan Resolution 600 × 600 dpi 
Copy Resolution 600 × 600 dpi 
Maximum Copy Quantity 9,999 copies 
Paper Size (Maximum) 12 × 18 in 
Paper Weight 60 – 300 gsm 
Standard Paper Capacity Minimum 2,500 sheets 
Maximum Paper Capacity Minimum 6,000 sheets 
Finishing Options 2-hole punch, 3-hole punch, Stapling 
Print Languages Adobe PostScript 3, PDF, PCL 5c/PCL 6 
Connectivity Ethernet, USB 
Security Secure print, encryption, user authentication 
Electrical Power Protection Must be supplied with device 
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C. MID-RANGE OFFICE / DEPARTMENTAL MULTI-FUNCTION PRINTERS (MFP) 
CATEGORY SPECIFICATION 
Printer Class Mid-Range Office / Departmental Multi-Function Printer 
Standard Functions Print, Copy, Scan 
User Interface Touchscreen interface 

Tray Quantities 

Duplex Automatic Document Feeder: Minimum 100 
sheets  
Trays 1 - 4: Minimum 500 sheets each; Custom sizes: 
Letter to Tabloid  
Bypass Tray: Minimum 100 sheets 

Print Speed Minimum 30 ppm (colour and black & white)  
Print Resolution Minimum 1200 × 2400 dpi 
First Page Out Minimum 4 seconds (B&W), 6 seconds (colour) 
Print Technology Laser 
Monthly Duty Cycle Minimum 120,000 pages 
Recommended Monthly Volume Minimum 5,000 pages 

Scanner Type Duplex automatic document feeder (DADF), single-pass 
scanning 

Scan Speed Minimum 80 images per minute (ipm) 
Optical Scan Resolution 600 × 600 dpi 
Copy Resolution 600 × 600 dpi 
Maximum Copy Quantity 999 copies 
Paper Size (Maximum) 11 × 17 in 
Paper Weight 60 – 300 gsm 
Standard Paper Capacity Minimum 500 sheets 
Maximum Paper Capacity Minimum 2,500 sheets 
Finishing Options Stapling 
Print Languages Adobe PostScript 3, PDF, PCL 5c/PCL 6 
Connectivity Ethernet, USB 
Security Secure print, encryption, user authentication 
Electrical Power Protection Must be supplied with device 
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6. DISTRIBUTION OF PRINTERS 
The distribution of the seven (7) Entry Level Production / Light Production Digital Press, three (3) 
High-End Office / Departmental Multi-Function Printers AND five (5) Mid-Range Office / 
Departmental Multi-Function Printers will be as follows: 

ASSIGNED TO DEVICE 
Head Office - 1st Floor High-End Office / Departmental Multi-Function Printer 
Head Office - 1st Floor Entry Level Production / Light Production Digital Press 
Head Office - 2nd Floor Entry Level Production / Light Production Digital Press 
Head Office - 3rd Floor Entry Level Production / Light Production Digital Press 
Head Office - 3rd Floor Entry Level Production / Light Production Digital Press 
Head Office - 4th Floor High-End Office / Departmental Multi-Function Printer 
Head Office - 4th Floor Entry Level Production / Light Production Digital Press 
Head Office - 5th Floor Entry Level Production / Light Production Digital Press 
  

Abercromby Office - 1st Floor Mid-Range Office / Departmental Multi-Function 
Printers 

Abercromby Office - 2nd Floor Mid-Range Office / Departmental Multi-Function 
Printers 

Abercromby Office - 3rd Floor Entry Level Production / Light Production Digital Press 
Abercromby Office - 3rd Floor High-End Office / Departmental Multi-Function Printer 
  

PM Residence & Diplomatic Center Mid-Range Office / Departmental Multi-Function 
Printers 

PM Residence & Diplomatic Center Mid-Range Office / Departmental Multi-Function 
Printers 

  

POS Parkade Mid-Range Office / Departmental Multi-Function 
Printers 

7. MANDATORY PASS/FAIL CRITERIA 
All proposals will undergo a mandatory compliance screening prior to detailed evaluation. 
Vendors must meet ALL of the following minimum requirements to be considered responsive. 

Failure to meet any mandatory requirement will result in automatic disqualification from further 
evaluation. 
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7.1 Mandatory Technical Requirements 

A. ENTRY LEVEL PRODUCTION / LIGHT PRODUCTION DIGITAL PRESS 
REQUIREMENT MINIMUM CRITERIA YES NO 

Printer Class 
Entry Level Production / Light Production Digital 
Press 

☐ ☐ 

Paper Input / Tray 
Configuration 

Duplex Automatic Document Feeder: Minimum 
250 sheets  ☐ ☐ 

Trays 1 & 2: Minimum 550 sheets each; Custom 
sizes: Letter to Tabloid  ☐ ☐ 

Trays 3 & 4: Minimum 1,000 sheets each; 
Custom sizes: Letter ☐ ☐ 

Bypass Tray: Minimum 250 sheets ☐ ☐ 
Print Speed Minimum 65 ppm color / 70 ppm B/W ☐ ☐ 
Print Resolution Minimum 2400 × 2400 dpi or equivalent ☐ ☐ 
Monthly Duty Cycle Minimum 300,000 pages ☐ ☐ 
Recommended Monthly 
Volume 

10,000–50,000 pages ☐ ☐ 

Maximum Paper Size 12 × 18 in ☐ ☐ 
Duplex Printing Automatic duplexing for supported media ☐ ☐ 
Scanning Capability Duplex scanning, minimum 200 ipm ☐ ☐ 
Finishing Capabilities Stapling, booklet, hole punching ☐ ☐ 

Network Integration 
Full compatibility with standard enterprise 
network environments 

☐ ☐ 

Electrical Power Protection MUST BE SUPPLIED WITH DEVICE ☐ ☐ 
 

B. HIGH-END OFFICE / DEPARTMENTAL MULTI-FUNCTION PRINTER (MFP) 
REQUIREMENT MINIMUM CRITERIA YES NO 

Printer Class High-end Office / Departmental Multifunction 
Printer ☐ ☐ 

Tray Quantities 

Duplex Automatic Document Feeder: Minimum 
100 sheets  ☐ ☐ 

Trays 1 & 2: Minimum 500 sheets each; Custom 
sizes: Letter to Tabloid  ☐ ☐ 

Trays 3 & 4: Minimum 700 sheets each; Custom 
sizes: Letter  ☐ ☐ 

Bypass Tray: Minimum 100 sheets ☐ ☐ 
Print Speed Minimum 70 ppm (colour and black & white)  ☐ ☐ 
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REQUIREMENT MINIMUM CRITERIA YES NO 
Print Resolution Minimum 1200 × 2400 dpi ☐ ☐ 
Monthly Duty Cycle Minimum 275,000 pages ☐ ☐ 
Recommended Monthly 
Volume Minimum 30,000 pages ☐ ☐ 

Paper Size (Maximum) 11 × 17 in ☐ ☐ 

Scanner Type Duplex automatic document feeder (DADF), single-
pass scanning ☐ ☐ 

Scan Speed Minimum 200 images per minute (ipm) ☐ ☐ 
Finishing Options Stapling, booklet, hole punching ☐ ☐ 

Network Integration Full compatibility with standard enterprise 
network environments ☐ ☐ 

Electrical Power 
Protection MUST BE SUPPLIED WITH DEVICE ☐ ☐ 

 

C. MID-RANGE OFFICE / DEPARTMENTAL MULTI-FUNCTION PRINTERS (MFP) 
REQUIREMENT MINIMUM CRITERIA YES NO 

Printer Class Mid-Range Office / Departmental Multi-Function 
Printer (MFP) ☐ ☐ 

Tray Quantities 

Duplex Automatic Document Feeder: Minimum 
100 sheets  ☐ ☐ 

Trays 1 - 4: Minimum 500 sheets each; Custom 
sizes: Letter to Tabloid  ☐ ☐ 

Bypass Tray: Minimum 100 sheets ☐ ☐ 
Print Speed Minimum 30 ppm (colour and black & white)  ☐ ☐ 
Print Resolution Minimum 1200 × 2400 dpi ☐ ☐ 
Monthly Duty Cycle Minimum 120,000 pages ☐ ☐ 
Recommended Monthly 
Volume Minimum 5,000 pages ☐ ☐ 

Paper Size (Maximum) 11 × 17 in ☐ ☐ 

Scanner Type Duplex automatic document feeder (DADF), single-
pass scanning ☐ ☐ 

Scan Speed Minimum 80 images per minute (ipm) ☐ ☐ 
Finishing Options Stapling ☐ ☐ 

Network Integration Full compatibility with standard enterprise 
network environments ☐ ☐ 

Electrical Power 
Protection MUST BE SUPPLIED WITH DEVICE ☐ ☐ 
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7.2 Service & Support Requirements 
REQUIREMENT MINIMUM CRITERIA PASS/FAIL 
Maintenance Coverage Full-service maintenance included for lease period ☐ 
Response Time Maximum 24-hour response time for service calls ☐ 
Uptime Guarantee Minimum 99% uptime ☐ 
Technical Support Local physical support presence required ☐ 

7.3 Compliance Declaration 
Vendors must: 

• Clearly indicate compliance with each mandatory requirement 
• Provide supporting documentation (e.g., brochures, datasheets, etc.) 

7.4 Disqualification Conditions 
A proposal will be deemed non-responsive if: 

• The proposed equipment is not classified as the following: 
o Entry Level Production / Light Production Digital Press 
o High-End Office / Departmental Multifunction Printer (MFP) 
o Mid-Range Office / Departmental Multi-Function Printer (MFP) 

• Any mandatory technical specifications which are not met 
• Required service levels are not supported 
• Critical information is missing or unverifiable 

8. PROJECT COST AND SCHEDULE  

8.1 Cost Requirements 

Vendors must provide detailed pricing, including: 
• Monthly lease cost per device 
• Total cost for fifteen (15) devices over a period of three (3) years 
• ALL required consumables must be listed, along with their expected yield and 

specifications for each proposed device. 
 
All costs must be clearly itemized and inclusive of applicable taxes and fees. 
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8.2 Schedule 
Vendors must provide a detailed implementation schedule, including: 

• Delivery timeline 
• Installation and setup 
• Testing and commissioning 
• Training sessions 

9. LEASE AGREEMENTS 
The lease agreement shall: 

• Be for a fixed period of three (3) years 
• Include full maintenance and service support 
• Cover replacement of defective parts 
• Define service level agreements (SLAs), including response and resolution times 
• Include provisions for equipment replacement in the event of repeated failure 

10. USER ACCEPTANCE TESTING (UAT) 
The selected vendor shall facilitate User Acceptance Testing (UAT) to verify that all equipment 
and services meet the specified requirements. 

UAT shall include: 
• Verification of print quality and consistency 
• Testing of all finishing functions 
• Validation of scanning and copying capabilities 
• Performance testing under normal operating conditions 
• Network integration 

Acceptance will be granted upon successful completion of all agreed test criteria and sign-off by 
UDeCOTT. 
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11. ROLES & RESPONSIBILITIES 

11.1 Vendor Responsibilities 
• Supply and install all equipment 
• Provide training to designated personnel 
• Delivering ongoing maintenance and technical support 
• Ensure up-time in accordance with agreed SLAs 
• Provide replacement parts 
• Assign a dedicated account manager 

11.2 UDeCOTT Responsibilities 
• Provide suitable installation locations and infrastructure (power, network, space) 
• Assign personnel for training and coordination 
• Facilitate access for installation and maintenance activities 
• Ensure proper use of equipment in accordance with vendor guidelines 
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