
How to use the new term contract for toner and inkjet cartridges
1.
Introduction

Laserlink International has been awarded Term Contract 96704-C for all new and remanufactured toner and inkjet cartridges, for all departments (excluding the Mayor’s Office).  The previous vendor was Office Depot. 

July 31 is the last day that departments may order toner and inkjet cartridges from Office Depot.

As of August 1, all toner and inkjet cartridges must be ordered from Laserlink International. 
2.
Contact information
Vendor

Laserlink International

Term Contract 
96704-C
City Blanket
BPSF00003601
Phone

(510) 652-8000

Fax


(510) 652-1541
Toll-free phone
888-995-2737
E-mail 

sales@laserlinkintl.com
URL


http://laserlink-ccsf.com
Office hours 
8 a.m. to 5 p.m., Monday through Friday
Contacts  

Pradeep Singh



Kiki Singh/Henry
3.
How to get started; fill out a form
Laserlink International has established an exclusive website for the City:


http://laserlink-ccsf.com
Departments must complete an Account Setup Form giving details of the personnel authorized to order.  This form can be downloaded from the site.  Also, a copy appears as the last page of this document.  You should complete the form as early as possible so that the authorized personnel can register and have their accounts activated in advance.
The contract items listed on the website cover the most popular cartridges.  The listing does not list all of the new and remanufactured cartridges available from Laserlink.  If you can’t find the cartridge you need on the website, contact Laserlink to purchase the cartridge as a non-contract item.
Helpful tips have been placed in the welcome page of the website. The website is very simple and user-friendly.  Please contact Laserlink directly if you have any questions or problems with their website or the order entry system. 
4.
Verify that the price is accurate
The contract and non-contract pricing will be listed on the Laserlink website.  The contract pricing for new and remanufactured items will be listed on the website as fixed pricing.  The non-contract pricing will be listed as a discounted price, as follows:


New


40% off list price

Remanufactured
60% off of the manufacturer’s list price
After you have found your product, verified pricing and ordered; you should make a screen print of the order.  These screen prints should be held in a pending file and be used to verify quantity and part numbers received and prices charged on the invoice.

5.
Paying the invoice

After the cartridges have been delivered, Laserlink will invoice your department.  You must check the invoiced items (quantity, description and unit price) against screen print you made when you placed the order.  The invoice should then be paid according to the City’s standard accounting procedures.

The contract requires the City to pay an invoice within 30 days of receipt, if the invoice is correct.
6.
Questions

Laserlink

(510) 652-8000 or sales@laserlinkintl.com.

OCA


Mike Ward
554-9870




Ken Easton
554-6963
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LASERLINK INTERNATIONAL INC

Tel: (510) 652-8000           Fax: (510) 652-1541

www.laserlink-ccsf.com
City & County of San Francisco
Account Set Up Form
	Department Name
	
	Date:

	Billing Address:
	City
	State
	Zip

	Phone:
	Fax:
	E-Mail Address:

	Authorizing Authority
	Name
	Signature


Authorized Buyer(s)

	Name
	

	Tel:
	Fax:
	E-mail:


	Name
	

	Tel:
	Fax:
	E-mail:


	Name
	

	Tel:
	Fax:
	E-mail:


	Name
	

	Tel:
	Fax:
	E-mail:


	Name
	

	Tel:
	Fax:
	E-mail:


Please complete this form and e-mail or fax back to Kiki

E-mail: sales@laserlinkintl.com  Fax: (510) 652-1541
� EMBED Unknown  ���









1
7-22-09

[image: image2.png]g



