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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:

0 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.

0 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.
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Ricoh Site Survey Form

Department:
Address:
POC/Phone/Email: / !
Hampton IT Engineer/Phone/Email: / !
Vendor Contact/Phone/Email: / !
Installation/Delivery Date:
Item Device #1 | Device #2
Initial IP Planning Configuration
IP Address
Subnet Mask
Gateway
DNS - Priimary
DNS - Secondary
DNS Domain ciby.hampton.local

WINS - Primary

WINS - Secondary

SNMP

Set for Read Only access using community:  public

Copier Host Name
(=ame as print queue name)
[Dept fLocation nitlaks and “opy™ ex. HFPCFYZ)

Fax Queue Name™®
[Dept fLocation Inftlals amd “Tax™ ex. HFPFAX)

N/A

(PC Local [ server name) Print server™

Device Certificate Created

Hostname: IP address; City of Harmpton, Va: Hampton: 4;
LUSA; set expiration for 5 years

LDAP Access
[ IFLDAP dasired], acoount and passwornd must L ves Mo
besst andelivery by mamberof the IT staf.
Netware Disabled
E-Mail Information
SMTP Server Exch10svr.city.hampton.local

Default Sender Address (Turn On)*
hostname@hampton.gov

Fax Information

Fax Number

(Provided by Dept) Fax Header
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Ricoh Site Survey Form (con’t)

Device #1 — Installation Information

Device Status Mew O] Replacement [ Addition 0 Networked O Local O

MNotes:
Physical Installation Location Details

Is a power outlet available? Yes [ 1 Mo [ Notes:
Is a network port available? Is it active? Yes L) Mo L Notes:
Is a phone port available? Is it active? Yes L1 Mo L MNotes:
O 120015 amp O 120020 amp O 220020 amp
System Power Requirements
W & @
. O
Software Solutions Mo [I Yes [Details:
Print: O Black & White O Color O Duplex
Defaults Copy: O Black & White O Color O Sort

Device #2 — Installation Information

Device Status New [ Replacement [ Addition O MNetworked O Local O

Notes:
Physical Installation Location Details

Is a power outlet available? ves [ 1 Mo 1 Notes:

Is a network port available? Is it active? Yes L1 Mo L Motes:

Is a phone port available? Is it active? Yes L1 Mo Ll Notes:

O 120v15 amp T 120020 amp I 2200V/20 amp
System Power Requirements
SEEONNG.
& N
Software Solutions Mo L1 Yes [Details:

Print: O Black & White O Color O Duplex
Defaults Copy: O Black & White O Color O Sort

Approvals

Date Site Survey Submitted (Ricoh)

Date Site Survey Approved (Hampton IT)

Ricoh Sales Rep/Technician/Vendor

Please follow the City of Hampton procedures and email this completed site survey form to the

Customer who will then email to jelpdesk@hampton.goy.
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U.S. Communities Product Schedule

Image

1 i nent
U.S. Communities Product Schedule

RICOH
Ficobh USA. Inc.

70 Valley Smeam Parkway
Malvern, PA 19335

Product Schedule Number: »
Master Lease Arreement Number: _

Thiz Prachart Schadula (thiz “Schadnla™ iz hatmman Riroh 754 Tne Mwe™ or “u057) and
. & customer of lessee (CCustomer” or “you).  This
Schedule comstinges a “Schedule” “Product Schedule ™ or “Order Apresment,” as applicable, under the 1.5, Communides Master Laase
Agreement (tapether with any amendments. attachmenrs and addenda thereta. the “Lease Arreement™) idepfified above, betwesn you and

. All terms and conditions of the Leazse
AgTeement are incorporated iofo this Schedule and made a part hereof If we are not the lessor under the Lease Agresment, then, solely for
purposes of thiz Schaduls, we chall be desmed to be the lsssor under the Lease Agresment It is the mfent of the partiss that this Schadule

e separately enforceable as a complete and mdependent agreement, mdependent of all other Schedules to the Lease AgTesment

CUSTOMER INFOEMATION

Cusicmes {2ill Billiag Coniscy Mams

=, re=i BT o SR Ry 8 A il Pt Lt Ao |

Ciny Cunty Siae Zip ey Cousty Siate Ip
Bifiag Caniien Telenbons Manmbesr Bfiag Coataes Fazelmils Munkes Billing Oemisen B ial] &fless

FRODUCTEQUIFMENT DESCEIFTION (“Product™)

Oty | Produc I Telakz & Medel Oy | Frodud Dt Wahe & Mozl
PAYMENT SCHEDULE
Ml Term Mlininiui Piasiiest Minimiai Payiicnl Blling Frogecicy Adviste Piyment
fimchs {Fitur Tex) O Musssly O ¢ :
g Cpectrmerls: [ 1% & Last Bonment
Odher I ouher

Ladl ol Ao al L

Meter Reading/Billing Freguency
[ sy
D Chsartet
[ e

* Bgsed upim B & Billing Frezy
* Basex ppon stamdend B %7 = 117 paper sive. Puper aisss gremer than 3 %"« 117 sy coust a1 more then sag imags.

Sales Tax Exempt: [ | YES (Attach Exemption Certificate)  Customer Billing Referance Wumber (P.O. #, et
Addenduny’s) atached: || YES (check if ves and indicare total mumber of pages: )
TEEMS AND CORDITIONS

1. The first Payment will be due oo the Effective Date. I the Lease Apreement wses the tenms “Leaze Payment”™ and “Commensement
Date™ rather than “Payment™ and “Effective Date,” then, for purpeses of this Scheduls the term “Payment™ shall hawe the same
meanimg a5 “Laaze Payment,” and the term “Effsctive Date™ shall have the same meaning as “Commencement Date.”

LISEADD PS-USC-IM 04.13 Ricoh® and the Ricoh Logo ame registered tradapsarks of Ricoh Compamy, Lad Page 1 of 2
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U.S. Communities Product Schedule (con’t)

2 You, the undersipned Customer, have applied to us fo use the above-described Prodoct for lawful commercial (pon-consumer)
puposes.  THIS IS AN UNCONDITIONAL, NON-CANCELABLE AGREEMENT FOR THE MINDMUM TERM
INDICATED ABOVE, except as otherwiss provided m the Lease Apreement. if applicable. If we accept this Schedule, you agree to
uze the above Product on all the terms hereof, including the terms and condifions on the Lease Agteement THIS WILL
ACENOWLEDGE THAT YOU HAVE READ AND UNDERSTAND THIS SCHEDULE AND THE LEASE AGRFEMENT
AND HAVE RECEIVED A COPY OF THIS SCHEDULE AND THE LEASE AGREEMENT. You acknowledee and agres
that the Bicoh sarvice commitments included on the “fmoee Monggemen: Commirmenss” page arached o this Schedule {collecmnely,
the “Commimments™) arz separate and mdependent oblizations of Ficoh 54, Inc. (“Ricob™) governed solely by the terms s=t forth on
such page. [fwe assign this Schedule in accordance with the Lease Agreement, the Commitments do ot represent oblipatons of any
aszipmee and are mot mcorporated herein by reference. You agres thar Ricoh alome is the party to prowids all such services and iz
directly responsible w you for all of the Commitments. We are or, if we assign thiz Schedule in accordance with the Lease
Apresment, our assignee will be, the pary respensible for fnancine and billing this Scheduls incloding, but pet limdted to, the
portion of your payments undst thiz Schedule that reflects consideration owing to Ricoh in respect of its performance of the
Commitments. Accardingly, you expressly agree that Ricob is an intended panty beneficiary of your payvment oblisatons hereunder,
even if this Schedule is assigned by us o accordance with the Lease Asreement.

3. Imaee ChargesMeters: In rerarn for the Minimmm Payment, youw are entifled to use the number of Goamneed Mmninmm Images as
ified i the Payment Schedule of this Schedule. The Meter Feading/Billing Frequency is the period of time (monthly, quarterly,
etr.} for which the nomber of images used will be reconciled. If you use maore than the Guarantesd Mininmm Images during the
salected Meter Reading Billing Frequency period, you will pay additional charges at the applicable Cost of Additional Images as
specified in the Payment Schedule of this Schedule for imapes, black and white and‘or color, which excesd the Guarmtesd Minimum
Images (“Addidonal Images™). The charge for Addifional Tmages is caloulated by mltiplying the munber of Additional Tmapes by
the applicable Cost of Additional Tmapes. The Meter Feading Billing Fregusncy may be different than the Minimom Payment Billing:
Frequency as specified in the Paymeni Schedule of this Schedule. Yoo will provide us or our desipnes with the acmal meter
readinz(z) by submiting meter reads electronically via an aufomated meter read program, or o aoy other reasonable mammer
requested by us of our desienes from time to tme.  If such meter reading is not received withn seven (7) days of either the end of the
Mefer Feadmz/Billing Frequency peried or at our reguest, we may estmate the mumber of images wsed Adjustments for estimated
charges for Addittonal Images will be mads upon receipt of acmual meter reading(=). MHomwithstanding any adjustment, you will never
pary less than the Minimom Payment.

4. Additional Provisions (if any) are

THE FERSORN SHGNING THIS SCHEDMILE ON BEHALF OF THE CUSTOMER REFEESENTS THAT HESHE HAS THE AUTHORITY TO) Dk 540,

CUSTOMER Agcogted by: RIODH USA 1N
By x By
Aghoiiesd Sigacs Sigaatune Aulbirizal Sigaes Sigaaturs
Prinila] M S Praied MNage
TI“: tamaanas ma oas .........................-m - amaamaas r‘k m'l':
LSEADD PE-USC-IM 4.15 Ricoh® and the Ricoh Logo are registered tradeparks of Ricoh Company, Lid Page 2 of 2
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U.S. Communities Product Schedule (con’t)

Image RICOH 50wy
Management Malvern, PA 10333

RICOH UaA, INC.

L2 LS HAA SoHEHT LTI TE
mueummmnmmmmmmmmrmmt:mwmu@,n B ORlg comanian mesing k= principsl piscs of business &t 70 Ve Stesm Potowy,
Lisheem, FA 9355 FRiDA). The woeds *pou and *pou® refer o you, our OEiomer. vmmuﬁmm:hmmmudummmmm:mmtnu
cusiomes, for all of e Savice Commiimeniz. nmﬂ,nmmuﬁmsﬂmt-mmm:Mrmnmummmmhmmm*
mﬁm:mmwbmmmhmmmmmmmunmmumnmm"mrmrm

image kiznegemer Peoduct Sceeduls o which these Bewice Commimenis e afached, swcudng fscimiie machines, singie-ncion snd wide-fornai priniers ad| producion unls. The Besics
Cammiments o efieciive on e daie the Prodiec 15 scospied by you and spply during Ricoivs Mosmal Seisess Howrs (e defined below]. They semain bs=fed fr e nimam Tem 5o ng o= oo
anguing dele sxsts on o pat

TERM PRICE FROTEC THON
The Image Wansgement Minimum Faymest end the Cost of Addiionsl images, as descibed on he image kisregement Padect Schesuls, will not inaeese b pics daving e Wisinem Tem of he imepe
ianagemmant Froduct Somedule gniess sgreed I In wtng Bnd Sgned by botr pates
PRODUCT SERACE AHD BUFPLIER
Flizah will pemadce fl covenage mainiesarce sanioas, ncuding repiscersast past, darms, isbor snd 8l semsce cuils Ausng Momal Susiness Houm Sormel Susiness Hous? s beteeen 300 . e
5100 prm., ondey i Fridey socuding =oldeys 7] New Years Dey; (1) kemofsl Day; (0 39 of July; (W0 Lebar Dy, (v Thanisghing; o) Dey =ier Tramioghing; and (W) Cheisimes Dayl. (Ricoh el ass
pemaiie e spples requirsd o poders Images on e Peodect coveres urder e imags Management Produc: Schadale (pier hen nos-mseresd Proguc sed soft-meiessd Prodect. The supplies will be
pepuiied soeding in masuisciurers specificsions. Ricoh resemees the ripht o amees o =emmonehis charge for supply shipmenis 1 you request overnight dedlesy. F Ricoh deiermines el you Fees wed
miore supgiles e e manuscurers reoommened specications, you will pey reseDRabie Charpes for fase sucess supplies medios Ficoh may Sese you ddional Sunply SRipment, o as ofemalse
mgemal 40 by et perties. Oprsonal sumply BETTS SGCT 89 papsr nd Peessamncas e ot RCde], Unbans DR agrd 10 by M partas In weling. Chargas s based on standeed 25t ] magas. Rl
reseye e right o essess addiionnl imeges chames for nos-siasderd imeges, Incudng 11017 images.
RESPOHAE TINE COMMITNENT
Fipoh wlll provide & one hour (1) phose: responee: io senice ool meesuresd rom receipd of your @il Ricoh mil provide = Bar () besiness howr resposse me for ol s=svioe oalis foceled within 2 mejar
mesiropolion eres, aned an eighl (] businesz hour sessage: resporee imee for Sevice: Oalls ipoatedd My (30) miies: or gesader from & Ricoh sssice ozsies o The ferm of e image: kanapement Frodud
Sefedde FEponse free 1 masmre 0 agpregae toe al Frodud coversd by Te mage Managemant Prodect Schedsi
UPTIME PERFDRMANCE COMMITMIZNT
Fiizahi Wil serice e Product 0 Be CRSeionsl win 8 gty LpHe spmsge of 5% during Nl Susnans Hours, sncuding DrEVERESe e intsan ranmnance tme. Dontree wil begin o he e
g piace & zanece oal o Flicon B el g mhen e Frodect s again Opemwional Yoy agres i rske T Froduct seiabie i Tieoe for sohesulsd preventebve gnd Intedm reaintsrance Vou farher apres
Inw:ﬁutmﬂEMnchﬂmmmMrm"ﬂemhtﬁ!mhu-ﬂm&nrtﬂnudmﬂhr—tmhmm:m-ett.k:ueint'ue
Z=rvice Commiimeniz, "Opesions® means ebsiaslsl complisnce wits e mansiscurer's speciosions and'or ared =acisies usiomary end-eserorecies adions.
IMAGE WOLLME H.EIJB-ILITI'AHDP'H'EG.HI'MH
&5 any tme sty tre sxpieation of e S rinaty day perisd o e Segingl ST of e Image Lisnagarnast Product Sotaduis o which e Seavice CommEmant rise Fosh el UDON YOAR RS,
Pealew PO imeage woarme. I he image volume hess mowed apwerd or dowrmend I an amoun! sefickest for you D consider Bn slemalve pisn, Ficoh wil peesest pricing opons iz opsknm D @ new imEge
volree. I you egese et addiional product |5 regquired fo sy your Iscwssed image volume requiremeesiz, Ricoh wlll inciude e prodect In e pridng oplioss. The sddfion of predud andice
Isreees/demenses i e Cusrenieed Minkmum Images requiezs an smendment fimesdmen) ip Be mage Marsgement Product Bde duie Bal must b= ageszd iooond Sigred by bols perbies 1o e
Extesdaie. The feem of e Amendmest may nal be k== thee e renaining ool e oising imepe Mssegement Product Schadisls bal mey =xiend e remaining em of he =ising image bassgement
Product Bchedule for o o an addiiorsl 33 monte. Adusiments i e Susreniersd inimum imeges commiment andior Bhe sddBos of prodec] may =i In a Bipher o2 lowes minkum payment. lages
deenases are Imites 10 25% of e Gusrsmiesesd Rinimum images i =Pert of S me of Amesdment.
PRODUCT AHD FROFESSEOMAL SSRWICER UPGRADE OPTION
AL oy ime after e expiralion of one-fal of Be osgiral f==m of e image Lisnagemest Paodec! Schedule fo which These SBericr Commimens rsisie, you mey rsonfigure e Peodiect by edding,
Enchanging, orupgesding iz e fem of Proden! with sdaiional festeres or enhanced Echnoiogy. A res image Lisnagemest Produrt Sosedie or Amendment must be agessd o ard sipgnsd by he pasti=s o
e Bchesduie;, 4or @ ST ret s e e remeling e of the e aslng) image Rlsmapement Peodect Bctesduie i mey, I e caoe of Bn Amesdment, eend e remelsing feen o e susing Imege
Rienagement Peodurt Schedule B up 10 on skifonal 50 mosies. The Co=tof Adaonal mages: and e Minmum Pagment of T new imape Wasagement Peodurt Sonesiole wll be beved on oy
abiigaions rETEiSing on e Frodurt, e aoded peodun ond ne imape volume: conmfiment. Yoo Ricoh Aocoan Ewerobes will be piereed Wk Wi 0w o0 8 Tedmoinpy Redese por io e endlof
your Image Meregemes] Product Soheule o Bmendment

FERFORMANCE COMMITMENT
Ricgh iz commilied i performing Theme Senice Commiiments and agres o periorm I semdoes In @ mennes coreient with Be apoiicabés mensscoe s paciiorions. Should a Frodud o an acessory
nat b abie o be maintsined s cosiomence: it manufschures's specficelions, Ricoh shall, ot i pen spense, repiace such Proguct wih asche unit of e ssme produc desigesion ee Tl Proded end
Ripoh stall bear all Imsialsion, enporinion, ==nowl and Spping cheeges s coemecion wilh e insslaion of such explacement anl provided, howeeer Rt o) The replecemest unil may be @
FeooedRioned o ofermatse used ond s then o new ol and ) e repiscemient Ul f e e pendurt SRSgretion as e Unk of Product B sepesces I not svsletis The pescemant st may be o
peoduct of sutssantaly smiler oo grster capatdites. Rioon shal s-parfzen sy Besions notin complence weR s ssemety Bnd beougt i RIS sRemton I wetng s = sasonabes e bt i na
vl more hae 30 deys mlier such Services e perbemesd. I pou see dissaisfied mith Rlcos®s: periomence. pou e send| s repisiered letier oullining your concesme: 10 e kdress specied beiow in e
E0unlly Semurence? secion. Piesse silow 30 doys for w=solislon.

ACCOUNT NAHAGENENT
Wi RO S peofensionsl Wil LEON WOUR SSLESE e Demted 2 RRW YOUR DROGLICE RSOMRANCE METCT 0F 8 DUty Hans S oA rokely conessiat dels and e, Foon wil umon pou R,
b pizeed 0 snnuaily e your business environment and ds0ess wew's In hics Floos mery inpeces eMcencies snd sduce ©osts s=sing i0 your Socsment mansgament pocssses.

QUALITY AZBURAHCE
Flease seadl sl porespondence reling io he Bevice Comlfimen s aa mgisiessd =Ser o B Dunllly Assusece Depsriment iocaisd s 3020 Arioenight Roed, Wacon, GA 31210, A= Qusly Ascuence.
The Qunily Assersnoe Deerimeni will coordisale respiuios of any perfornance Emes cospeming e sbove Besice Commitment wilh your ool Floos offios.  Toansuns S mo S’y resoonss i ass
ol 1-B83-27 3456
NERCE LANSDLEE

These Besice Commiiments do not cover repairs resuling Pom mimise [rcudng wihoat Imistion impeacer voiige oF Enairnment o e s of sapples et do ot confoen o e manEacers
spacticaBions], subjecive maee (uch 85 color Epeduction SCCUMCY OF Wty et S50Dr beyond e maasoesbe Coeirl of Fosh, RRoh smd you sect ackeowssige it ese Semace Commiment
repeeseni e endre under=ianding of (e pardes wilh re=pact o e subject maler hersol and That your spie remesdy for sry Eervice Commiiments: nol pesiormes In aocordance milh e hesgaoing B o= s
forts andher e secior mewol snffed Pedmance Commitren®. Tre Besijos Commimests mems hewsr e cerice srdior malie erencs savanies and s ool poduer serveniies. Eocenl o sapressy
et fe e, Fico mskes o0 werentes, e of noded, INChding oy Implad weemrtes of mercranbaty, Bress forane, or finass e 8 Daslular DUrmOns. NSTE party hassi shall e e i
fhe oer for any comsequential indieact, pusites of special damages. Casiomer expressly scinowienges and agrees et in connechion wits the secusty or aoceshilly of Imkhenation sioed In of
Feooasmtie T BNy Paoduct povkied oF Sendoad by Rioohy Cusomar s sy menoneibi for aneurng B= 0we COTDISRCE WEH EDA requrmants e oblgatons 10t pertes passining o del secuy,
relention and proferciion. These Service: Commiimeni= shall be gowemed scoonling D e e of B Sy where your pencipal pisce of busine oF eeskience b= oonied witsost regosd i & coeficts of s
pecples. These Besice Commimenks a2 nol essiprbie: by the Cusiomer. Uniess: glherwise shsied In your Impiemenisfion Scheduie, your Praodec] sll OHLY be semvicesl by "Ricok Cesiled Techsicen®.
I eny sofimee, sEien suppod of siaied comecivily sesioms are iInchuded as part ol hese Semvice: Commiimens &= deiesnived by Ricoh, Ficoh stal provide any swch sesvio=: af your locefion s#f e in
vz Product 3chedule a5 spploabie; oron & remole: bestx You shall peowlde Ricoh with such aoeess o your Bedlilfies, nelwosc: and Syciems &5 may be ressonabiy secessaey for Fiooh o pesiom sech
ZEsio=. You acknowisipe and epree e, In commedion wils s peromencs of i obilgalions aeder Fese Sendce Commimesis, Ricoh mey place sumsied meier reedieg uniks on imaging devices,
Imciuding bt ot Bl i the Product, =t your ioceion in orier 50 Pacifeie the Smely and efdent colacion of scourmie meter smad dalm on B mor iy, JUBR=SY Of BTUS basis. Ficon egress frat sure aris
will b sl by Flcoh sokely for such purpacee:. Onoe irereritied, sl meter sosd dals shall become (he sole paopesty of Ricoh asd will be wilized T biling purpases.
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HAMPTON VA

Equipment Removal/Buyout Authorization Form

RICOH

EMT R ER O BUNOUT AUTHORIZATION

Ciisbirad M
antact N Pazia
Padiein Oy
Slala: | e | Ficr/ Final.
Make [el] Sarlal Mumb Fellachiees Staben

This Aumorization applies bo e eguipment estiled above and to the lellowing Removal/Buy Out Optles
This futserinton will confiem that Cuslome desie 1o angage Booh USE, Ine (F8coh™] 1o ploh-up sed faesscwn ceflals Refd of equipman thet e cormnthy [i]
e by Custemar of (1] laadad from Rissh of other third pany {5 ipeciled below], and that you Imesd 1o Baue writlen o alsctronic rmmoval regeesis Pabethar
S wguipimant B idestiBed 0 this Athoization, ina puidtase ordar, 15 a e of othe wrilen Teie Te Rieob fiom Gime 1o Gine St such pupose. Such famoesl
raguast will sat ford the lecation, make, modsl and sarial et ol tha [ 1o ke ‘hm&rmmmwumnhmm;ﬂhrmm
e 'l s By C |1 Fheah msay raly on e s (T) tha shiadl Ba d by s Bethoizath KLl 1hu
forageing, the partes acknowledge asd agrew that Rlcoh shall hiee no chiligaties 1o ramoes, dalils, Sraars, mantais of othend i d arry inferimath
fniies of conbant dalaad by, 15 o on sy L of equiserant wivioed by Booh, shathe theouih a dighal davicnn, hard debw o dmiar electionls msSium
("Data Managemest Sarvics™). W desied, Cumame sy ssgage Ricoh to peforms such Dae Managamant Sanvices al ks thes-cumest ratiel.  Betsithatandisg
hing s this Sathorzaties 1o the contrasy, (1) O B b st fing s omn L with bagal k partalsing 1o data retantion and
erulection, (§) & & e Cumome’s wode fessessibillty 1o obiein eddcs of compntest agal coosal as 1o s Eentificnion and b e ol sy rak laraes wned
rgiilatory requiressanty that Misy affec e 5 biisk of Sata | hen, and any acthons reguired 1o comply Witk soels s, [T8) Fiosh doas net provide
lnpal acvicm or o thit s fea of d will guarantes of eedure compllance with amy live, regulates or regdremant, esd vl the selection,
o aied Saibgn of airy Dals Masagamaen Servoe, and sy el all Sacdalons arlsioag wits 1 tha Saletion of of vy Saba, ik el i any beds of dale
rasclting thaselrom, shall be the sols sy =f O . el shadl ind ity aned hld b licis Rizol and Iis subaidiaries, Srecion, officers,
amployess and agants from and againsl asy and all codts, axpeeces, Nabilithes, daims, & becksiars, fuidk oF Biois {isschlichh el |
lmm-l:. L] arbing tharelom o nilated theres,
gmutm]m!%.hmmmﬂmiﬂﬂtﬂdwﬂmﬂhhmi" i bif i =it bl gy hof ool dfinid' -
a--r-d il that (1) © has e, vald ared arketeble tie 1o such egdpment ssd hio satisled all garymant ased othe
ﬂuutmruﬂluu.um-mmmmmhﬂm|wahmmhmmplumHu-.mr-ﬂu,-muar-i ) Hhick bt il
arry and all necassary consests and spprevai iewed b0 b Rissd to such e of squipmen aed 0o ks ke Searato, and (3] By this Acthorizatien,
Curiboweai hishaly trarafiss gosd and valuable tithe a5 owneship 1o Ricoh o the eguepmes), fres and disr of ey and all e and anossbeasces of any SEbets
whtssavar and Cutome will Gt b ba doss, exected and dalvared all such Turthe: § af & sy B by d fear tha vastieg
off goed it i Rlosdy
0 Eailprmist Removal {Lised by Customer]. i esditian t the s and condtens st s above, th fellowiog i asd conditkees shall apply fo equipmanm
b5 of il e By :E-&erMmM!Hhiﬂ'MqumaHmmmmmlm;mﬁhﬂﬁdmmth
elligation, peysant of athersyie, under any e agresssnt, which shall ramain © s sk ibliy. Ada i diticn to e gl by
Ecash, Cotorar Bataly releadas Sooh Tosy, od shall indesnily, detend snd hoid Rioo® haembaas oo asd against, ey and all cens, Hebi i, codts, aopirdes and
Tioid aflaing frodn of relating 1o afy b of O i [ o gt i 1k Ainberimation of of ey chigatisn cwing By O el P Beniichas
e aeanl
O Baw Out Temmg Upan L T T of & saba, lease (and related delvary and accapmascs catificala|, sarddce ondfor ctbar agresmest
1"t maereinl™ ) Lt e Rlcoh andor other thivd gaity, Riko® agiees 1o gay Lo
Ay O shecustomaer [asd Cusiome harely apress 1 promptly piy such amount 12 the Balew samed paves ["Paye” ), or
(B] O the Pargi inan i babew, an amount ["Buy O Ameunt”) egual o 5 i iy off e reduics Cusbomais abllations swing uhde thal ceftan
el lease apreminanl  Tod thisd paity lease cosspary [TThicd Party Lasa®] b c et Parpion Palidbeng L 1 il el
i tha Thisd Party Lassa.

THIRD PARTY LEASE = COMPANY INFORMATION

P Mara. | Altestion Ta:

T W included | = Thisd-Farry st ar Preof of Buy Dt lciudid

Mailirg Mustheed. |iabect cne| = il Chiaschit (e uilias ) T (ivarnight Chack

Thi By et & thi Rl cayalibe by Ricob for such g pobe. Sooh shll B no obligaten, asd gk 5o disdme arg obigation, ool e
Third Party Leas. C b dutdgas that O Is sy ik 1 make 1o the Payes unde the Thisd Party lease, 1o seiurs the Equipman
Wt thi apedopriats Ume b the apgtopiate boatlon as Setarmnised by the Payes, and 1o fulfill any asd sl piyssant and other obligathens usSsr thi Thisd Party L.
Cont et agraes 0o inderssily ssd Beodd Rlcoh haembess from vy b, dermages, caims, subts asd actions (ncudi bl ! Tewcd] artsieg from e
Estmiich by Cicibosiioii’ of iy of It abilig ath dfvind I thi ithadipathon afd fof e Third Party L.

CLUETOMER RICOH US&, INC

By By:

Muafii: M

Titha: Tida:

Dl Do
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