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Confidentiality 

 
All information included in this RFI is confidential and only for the recipient knowledge. 
No information included in this document or in discussions connected to it may be 
disclosed to any other party. 

Background  

In 2011, CML was honored with the National Medal for Museum and Library Service 
from The Institute of Museum and Library Services. This is the nation's highest honor for 
community service initiatives in libraries and museums. We were recognized specifically 
for our Job Help Centers, Homework Help Centers and the Ready to Read Corps. 
 
We were named National Library of the Year in 2010 by Library Journal.   We were 
rated a 5 Star Library on the list of Library Journal’s America's Star Libraries in 2010. 
We’ve been rated a 5 Star Library all three years this rating system has existed.   
 
The Hermes Creative Awards recognized CML with a Gold Award in 2011 for our social 
media efforts. The Hermes is an international award for creative professionals. 
 
We always top the Hennen’s American Public Library Ratings. We are one of only 10 
libraries in the country to have made the Top 10 list all 10 times the rating system has 
existed, including three #1 ratings. 
 
Our mission is to inspire reading, share resources, and connect people. 
 
More information can be found on our website www.columbuslibrary.org 
 
 Of the context in which the product or service will be used 
In addition to the self- service copiers that we currently offer in all 21 of our locations, 
we would like to expand this to include at least self- service scanning and faxing.  We 
are also willing to consider adding other self-service options such as printing, saving to 
USB drives, and editing scanned images. 
 
 Statement of need 
Many of our customers request faxing and scanning services.  Only one of our locations 
currently offers faxing service for customers.  None of our locations offers scanning for 
customers.  We do use faxing and scanning technology in our staff offices. 
 
Introduction and purpose of the RFI 
 
With this RFI we request information regarding your company and your 
products/services. The same information will be gathered from different companies and 
may be used to evaluate suppliers.  We will follow up the sourcing process with a pilot, 
RFP, or RFQ. 
  

http://www.columbuslibrary.org/
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Scope:  The Columbus Metropolitan Library is looking for technology that will allow us 
to pilot self-service scanning and faxing in our Main Library.  This may be a unit that 
provides just self-service scanning and faxing or it may be a multifunctional copier that 
enables copying, printing, scanning, faxing, saving to USB drives, and edits of scanned 
images.   Based on the information received in response to this RFI and the subsequent 
RFP, we will schedule some vendors to offer demonstrations at our Main Library. 
 
 
Abbreviation and Terminology 
 
Columbus Metropolitan Library (CML) 
 
Multifunction Copier:  all-in-one machine which incorporates the functionality of 
multiple devices in one:  printer, scanner,   photocopier, fax, e-mail. 
 
Self-Service:  Library functions that can be initiated, controlled, and/or executed by the 
customer without the assistance of library staff, including self-checkout, customer-
initiated interlibrary loan service, and online catalogs that allow users to view their own 
patron records, place holds, renew items on loan, etc. 
 
 
RFI Procedure 
Please fill in the attached form (Exhibit A) and answer the questions, which are also 
attached.  Staff from different departments in CML will review your responses  to this 
RFI. 
  
Please email your responses to purchasing@columbuslibrary.org in word format. 
  
For questions regarding this RFI, contact Wanda Dixon at 614-849-1034 or by email at 
wdixon@columbuslibrary.org. 
 
 
   Timetable – Estimated timetable for the RFI 
 

July 20, 2012 RFI Distributed 
July 31, 2012 Due Date 
August 7, 2012 RFP Distributed 
August 21, 2012 RFP Due Date 
August 29, 2012 Finalists selected for Demo 
September 14, 2012 Vendors Selected for Pilot 
  

 
 
 
  

mailto:purchasing@columbuslibrary.org
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Exhibit A 
 
Question Answer 

Company name  

Company address and phone number  

Company web page  

Main products/services  

Main market/customers  

Ownership structure with ownership status in 

percentage 

 

Structure of mother corporation, joint ventures, 

subsidiaries, partnerships or other relevant 

relations 

 

Number of years on the market  

Company location(s)  

Environmental management system(s)  

Quality management system(s)  

Describe your business continuity 

management 

 

  

Contact Info for:  

Production  

R&D  

Marketing and sales  

Quality department  

  

Financial information  

Last year turnover  

Last year gross margin  

Last year profit  

Stock markets where your company is listed  

  

Contact person responsible for answering  RFI  

Telephone  

Email  

  

Capacity conditions today  

Anticipated capacity conditions within 12 

months 

 

  

Conditions listed in the RFI that cannot  be 

met 

 

  

Description of products or services that are 

already delivered to customers today, and 

could be comparable to what is requested in 

this RFI 
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Reference customers using comparable 

products or services (including contact 

information) 

 

Reference customers using your products or 

services today, although they are not 

comparable with what is requested in this RFI 

(including contact information) 

 

  

Availability of spare parts and support   
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Please respond to the following questions: 
 

1. Does your technology scan to email but restrict access to Web?  How does your 
system integrate with email?  What is required on our end to enable customer 
emailing? 

 
2. Is there a way to “interrupt” or “pause” the scan process so that someone with one 

item can jump in and scan their item in the middle of a customer with many items? 
 

3. What is the data storage process?  If someone scans something now, can they 
come back later (with or without a login) to the item if the recipient doesn’t receive 
it? 
 

4. What format(s) will the documents be scanned into?  (JPEG, PDF, etc.)  Do 
customers have a choice of format? 
 

5. Can documents be saved to an external USB storage device, or must it be 
emailed to a recipient? 
 

6. Can customers control the resolution of the scan? 
 

7. Will customers have the ability to preview the scan? 
 

8. If the image is small, will they have the ability to enlarge it during the scanning 
process? 
 

9. Will there be any way to crop/rotate scanned images from the scanning device? 
 

10. Can scanned items be faxed immediately using the same device?  (for ID cards, 
etc.) 
 

11. Can documents be faxed that are saved on an external USB storage device, or 
must they be printed sheets? 
 

12. How many times will a busy number be dialed before the device “gives up”? 
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13. Will the customer be charged (if payment is involved) for a failed fax? 
 

14. Will customers be able to receive faxes? 
 

15. Can the device handle non-standard sized paper? 
 

16. Will the device have a way to fax ID cards without first making a paper copy of the 
ID cards? 
 

17. What is the failure rate for scanning?  Faxing? 
 

18. How do you notify customers about copyright restrictions? 
 

19. What means of payment are supported?  Does your system support integration 
with a coin-op solution such as a Jamex 6228? 
 

20. How is customer privacy protected? 
 

21. Is there a limit to the amount of documents that can be scanned or faxed at one 
time? 
 

22. Can data be retrieved from the device to determine usage patterns?  Can this be 
done directly by CML?  How many scan to fax vs. scan to e-mail, etc? If so, is the 
data sorted incrementally (daily, hourly, every 15 minutes)?  Does it include length 
of session?  When is this data erased? 
 

23. Explain the confirmation process for the customer.  Is there a print receipt, 
electronic? 
 

24. How many recipients can be entered per scan?  Per fax? 
 

25. Can we integrate your system with LPT:  One from Envisionware to charge 
customers for printing?  With PCReservation to track sessions? 
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26. Can documents be copied, scanned or faxed directly from USB drive? 
 

27. What level of support is available for installation, training, and ongoing technical 
issues? 
 

28. Does your device offer copying? 
 

29. Does your device offer printing? 
 

30. Is the device ADA compliant? 
 
 
 
 
 


