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Ricoh Equipment Procurement Procedure 

Background 

The City of Hampton signed a Master Lease Agreement “U. S. Communities Master Lease 
Agreement” with Ricoh USA, Inc. in December 2015 which allows City Departments to lease Ricoh 
equipment at competitive rates.  The City IT Department and Ricoh have collaborated to create 
an approved procedure City Departments should follow to procure Ricoh equipment (printers, 
copiers, scanners, etc.).  The goal of this procedure is to provide a consistent approach to obtain 
office equipment from Ricoh that ensures proper communication, planning and reduced service 
disruptions during installation. 
 
Scope 
 
In collaboration with Ricoh, this procedure was created and approved by the City IT Department 
for use to procure equipment from Ricoh.  All information in this procedure should be reviewed 
prior to contacting Ricoh.  Obtaining Ricoh equipment outside this procedure may cause delays 
and service disruptions. 
 
Procedure Overview 
 
Assessment and Site Survey Process 
 
To start the process, initial contact will be made by the City Department interested in procuring 
Ricoh equipment.  The City Department should email the Ricoh Representative at:  
CityofHampton@ricoh-usa.com to schedule an Assessment and Site Survey.  City Departments 
should expect a response from the Ricoh Representative within 1 to 2 business days.  
 
The Ricoh Representative will schedule the Assessment and Site Survey, based on City 
Department availability.  This visit will be used to determine the following information:  1) a 
department needs assessment, 2) equipment needed and 3) physical equipment placement.  The 
goal is to have the Assessment and Site Survey completed 1 week after initial communication 
with the Ricoh Representative, based on City Department availability.  Upon completion of the 
Assessment and Site Survey, the City Department should receive the following information: 
 
1) Ricoh Site Survey form.  The Ricoh Representative will email a copy of the Ricoh Site Survey 

form to the City Department 1-2 business days after completing the Assessment Site Survey, 
based on installation complexity.  This form provides equipment configuration information 
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needed for installation.  The Ricoh Representative will complete most of the information.  The 
remaining information will be completed by the City IT Department. 

 
2) Proposal/Quote.  The Ricoh Representative will then email the City Department the 

Proposal/Quote 2-3 business days after completing the Assessment and Site Survey, based 
on installation complexity.  In most cases, the Ricoh Representative will schedule a meeting 
to discuss the Proposal/Quote since questions may arise. 

 
3) Requisition/Purchase Order.  When the City Department agrees to the Proposal/Quote, the 

Ricoh Representative will send the U.S. Communities Product Schedule “Product Schedule” 
which confirms monthly cost, equipment make/model, etc.  The City Department should send 
a copy of this Product Schedule to the Procurement Department to start the procurement 
process. 

 
IT Notification Process 
 
The City Department should forward the Ricoh Site Survey form to the City IT Helpdesk the day 
it is received by creating an IT Helpdesk Trouble Ticket.  Do this by emailing the IT Helpdesk at 
helpdesk@hampton.gov and including the following information: 

a. Enter “Ricoh Installation” in the subject line 
b. Copy Ricoh by adding the email address: CityofHampton@ricoh-usa.com 
c. Include the following information in the body: 

i. City Department and department POC 
ii. A copy of the Ricoh Site Survey form(s). 

 
The Trouble Ticket is an integral part of the process and will be used the following ways: 
 

1) Notification to City IT Department.  When created, this Trouble Ticket will alert the City IT 
Department that new Ricoh equipment will be installed on the City Network.  The 
attached Ricoh Site Survey form will provide specific connectivity requirements for device 
configuration. 

 
2) Primary Mode of Communication with Ricoh.  The Ricoh Representative should be 

included on the email when creating the Helpdesk Trouble Ticket.  ALL parties will use the 
Helpdesk Trouble Ticket to communicate updates, status and installation timeframes. 
 

3) IT Department Site Survey.  In some cases, the City Department may need new network 
and/or fax drop(s) installed to accommodate the installation of new Ricoh equipment.  
The IT Department will perform a Site Survey based on requirements identified on the 
Ricoh Site Survey form.  
 

4) Drop Costs - If the IT Department determines new network and/or fax drop(s) are needed, 
a cost estimate will be obtained and forwarded to the City Department for the PO process.  
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NOTE:  Obtaining a cost estimate from the Telecommunications Vendor may take a few 
weeks. 
 
When obtained, the City Department should forward the PO number to the IT Helpdesk 
(include Ricoh in the email), so drop installation(s) can be scheduled.  NOTE:  Drop 
installation(s) may take a few weeks. 
 
NOTE:  If the City Department requires new power outlet(s), the City Facilities Department 
should be contacted directly or by calling 311.  
 

5) Completed Site Survey – The IT Department should send the completed Ricoh Site Survey 
form back to the Ricoh Representative so it can be used to configure the Ricoh equipment. 

 
Equipment Order Process 
 
When the PO number has been issued, the City Department should send the signed U.S. 
Communities Product Schedule (with the PO number included) back to the Ricoh Representative 
so the equipment order process can begin. Only the City Department Head (or their designee) 
should initial and sign the Product Schedule.  The Ricoh Order Process can take between 3 days 
and 2 weeks since all equipment is built to order.   
 
Equipment Installation Process 
 
The Ricoh Representative will email both the City Department and the City IT Department three 
business days prior to installation to confirm installation date and time & to ensure all network 
configurations and/or drop work will be complete prior to installation.  The following Ricoh 
Representatives will be present during installation: 
 

1) The Ricoh Technician, who will:  install, configure and test the new Ricoh equipment. 
 

2) The Ricoh Sales Representative, who will: 
o Ensure a positive customer experience. 
o Provide Basic User Training (example: Scan to Email).  As part of the Master Lease 

Agreement, department training is also available 1-2 weeks after installation so 
City Departments can schedule with the Ricoh Sales Representative at this time. 

o Discuss the future service and maintenance process. 
o Present the Delivery Acceptance form for City Department acknowledgement and 

signature. 
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Equipment Removal Process 
 
If existing equipment needs to be moved or removed to make space for new Ricoh equipment 
(one for one swap), the City Department will be responsible for ensuring this occurs, prior to new 
equipment installation, by using the following guidelines: 
 

1) If the existing equipment is owned by the City Department and needs to be moved, Ricoh 
may be able to assist.  Please inform the Ricoh Representative during the Assessment and 
Site Survey to ensure this requirement is captured on the Ricoh Site Survey form.  If Ricoh 
is not able to provide this service, the City Department should contact the Vendor that 
provides maintenance. 

 
2) If the existing equipment is owned by the City Department and disposal is needed, Ricoh 

can provide removal and disposal services, if requested, as part of the Master Lease 
Agreement.  An Equipment Removal/Buyout Authorization form should be completed, 
signed by the City Department Head (or their designee) and sent to the Ricoh 
Representative along with the signed Product Schedule.   

 
3) If the existing equipment is not owned by the City Department, the City Department is 

responsible for contacting the equipment Vendor to either move or remove the existing 
equipment as per the Maintenance Agreement.  

 
If existing equipment is to be removed, data security should be discussed with the Vendor.  
Review Ricoh form Equipment Removal/Buyout Authorization for more information.  
 
NOTE:  It is at the City Department’s discretion to cancel any active Maintenance Agreements.  
Refer to your Maintenance Agreement Contract and contact the equipment Vendor for 
information on outstanding payments. 
 
Service and Maintenance 
 
The City Department should create a MyRicoh account once the Ricoh equipment has been 
installed.  This account will be used to create Ricoh Trouble Tickets and order supplies.  Ink is 
included as part of the Master Lease Agreement and will not need to be purchased. 
 
Documentation  
 
The Ricoh forms included in this document are for informational purposes only.  All forms are in 
PDF format and should be download for completion from the City of Hampton Intranet under 
Forms/Technology/Ricoh Process.   The Ricoh Master Contract is also located on this webpage. 
 
  

https://www.ricoh-usa.com/myricoh.aspx
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Ricoh Site Survey Form 
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Ricoh Site Survey Form (con’t) 
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U.S. Communities Product Schedule 
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U.S. Communities Product Schedule (con’t) 

 



 
 
 

  Ricoh Equipment Procurement Procedure   Page 9 
 

U.S. Communities Product Schedule (con’t) 
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Equipment Removal/Buyout Authorization Form 

 


