
State of Arkansas 
OFFICE OF STATE PROCUREMENT 

1509 West Seventh Street, Room 300   
Little Rock, Arkansas  72201-3966 

 
 

STATE TERM CONTRACT 
 
 

THIS IS THE FINAL OF FIVE (5) EXTENSION OPTIONS.  THIS CONTRACT EXTENDS ACCEPTANCE OF 
YOUR BID ALONG WITH ALL TERMS AND CONDITIONS THEREIN AND SIGNIFIES THE OFFERER'S 
KNOWLEDGE AND ACCEPTANCE OF ALL TERMS AND CONDITIONS SET FORTH WITHIN THE 
ORIGINAL REQUEST FOR QUOTATION AND CONTRACT. 
 
 

BUYER:  Janet Quattlebaum (501-324-9316) CONTRACT #: SP-03-0544 
 

 
DESCRIPTION:  Custom Continuous Forms 
AGENCY CONTACT/PHONE:  As Specified on Entity's Purchase Order 
 
 

CONTRACT TERM:  The term of this contract shall be for a period of twelve (12) months beginning  
July 1, 2009 through June 30, 2010 with no remaining options to extend.   
 

 
INVOICE TO: DELIVER TO: 
As Specified on Purchase Order As Specified on Purchase Order 
 
 
CONTRACT AWARD TO:  
Moore Wallace North America, Inc.  
1120 S. Pointe Pkwy Bldg D.  
Shreveport, LA 71105  
FEDERAL ID:  13-5369500 
AASIS VENDOR #: 100060334 
 
CONTACT NAME:   Ron Keith, Senior Acct. Representative  or Jeff Cathey, Acct. Representative 
 1120 S. Pointe Pkwy Bldg D 8 Shackleford Plaza, Suite 102 
 Shreveport, LA 71105 Little Rock, AR 72211 
TELEPHONE NO:   800-255-0368 501-221-0058 
FAX NO:   318-868-4847 501-225-8385 
EMAIL:      
 
 
STATE OF ARKANSAS OFFICE OF STATE PROCUREMENT 
 
 
 
BY: ________________________________ DATE _____________________________________ 
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CONTRACT PERIOD:  October 13, 2003 through June 30, 2006 
 
INVOICE TO:  Ordering Agency or Cooperative Purchasing Participant 
 
F.O.B. INSIDE DELIVERY:     As specified on Purchase Order 
 
TERMINATION: 
In the event that the anticipated term of this contract extends beyond the current biennial period, the contract 
will be terminable on the part of the state without cause at the end of the current biennial period.  However, the 
state may agree to continue the contract, but in no case will any renewal cause the contract to continue 
beyond a biennial period for which the contract is renewed.  Any services or products on contract accepted by 
the state must be paid for, but this does not obligate the state to continue the contract beyond the end of a 
biennial period. 
 
SELLING TO COOPERATIVE PROCUREMENT PROGRAM PARTICIPANTS: 
Arkansas Procurement Law provides that local public procurement units (counties, municipalities, school 
districts, certain not-for-profit corporations, etc.) may participate in State Procurement contracts.  The 
contractor(s) therefore agree(s) to sell to Cooperative Procurement Program participants at the option of the 
program participants.  Unless otherwise stated, all standard and special terms and conditions listed within the 
RFQ must be equally applied to such participants. 
 
APPROVED BILLING METHOD: 
The Office of State Procurement has established a billing method that must be used.  Multiplying the quantity 
shipped by the running charges and adding the flat charges determine the billing price.  DEVIATIONS FROM 
THIS METHOD WILL NOT BE ACCEPTABLE. 
 
The successful contractor will work with the buyer to design an acceptable analysis sheet.  Contractor's 
analysis sheet must be approved by State Procurement. 
 
NOTE:  OSP refers to the Arkansas Office of State Procurement. 
 
1.0 SPECIAL TERMS AND CONDITIONS 
 
1.1 SCOPE 
This outline agreement has been issued for custom forms in a continuous state for use on various types of 
equipment by All State Agencies and Cooperative Purchasing Participants.  The following general types of 
forms are included under this contract: 
 
Single part forms. 
 
Multiple part forms utilizing carbonless paper and forms with or without carbon interleaved. 
 
Unprocessed carbon interleaved forms (except for those requiring pattern or hot spot carbon) - There is no 
marginal punching of the carbon.  Perforations and line hole punching can be accomplished as a press 
operation through all parts and 
carbon at time of printing. 
 
Any custom continuous form which is not within the scope of this contract either because of size and/or 
construction will be bid separately. 
 
This contract does not contain "stock purchase orders, vouchers, stock payroll voucher for personal services".  
The OSP will issue a special buy of these stock forms as needed.  Otherwise, the agency may purchase the 
form by ordering the contract minimum of 5,000 forms 
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1.2 TERM 
The term of any contract awarded pursuant to this RFQ will be for approximately two (2) years with an 
expiration date of June 30, 2005. 
 
1.3 EXTENSION 
Upon mutual written agreement between the contracting vendor and the Office of State Procurement, the 
contract may be extended five (5) additional years, in one (1) year increments or a portion thereof.  Any 
extension but must be mutually agreed upon by the Office of State Procurement and the contractor.  The Office 
of State Procurement will notify the contractor before expiration of the contract if an extension is requested.  
The paper price change clause will apply to any agreed upon period of extension. 
 
1.4 ORDERS & MINIMUM QUANTITIES (STATE AGENCIES) 
All purchase orders will be routed directly to the contractor.  The contractor is responsible for promptly 
returning all purchase orders that are not covered by the specifications of this contract. 
 
The minimum order for custom forms is 5,000 forms. 
 
1.5 Orders & Minimum Quantities (Cooperative Purchasing Participants) 
 
All purchase orders will be routed directly to the contractor.  The contractor is responsible for promptly 
returning all purchase orders that are not covered by the specifications of this contract. 
 
The minimum order for custom forms is 5,000. 
 
1.6 DELIVERY (ALL USERS) 
The finished forms must be delivered inside to the location specified on the purchase order within the number 
of working days authorized. 
 
"Working days" shall be defined as Monday through Friday of each week exclusive of all official State holidays.  
Transportation expenses are the responsibility of the contractor.  If a cost statement is requested by agency, 
delivery time will not begin until contractor receives written authorization from agency. 
 
Repeat orders not requiring proofs  30 working days 
Repeat orders requiring proofs  35 Working days. 
New orders not requiring proofs  40 working days 
New orders requiring proofs   45 working days 
 
Proof must be sent within fifteen (15) working days after submission of order.  Any proofs requiring changes 
must be resubmitted within ten (10) working days.  The time that proofs are in agency's possession will not be 
counted as production time. 
 
Orders requiring multiple delivery points will be priced as follows: 
One shipment, all in the immediate area, will be included in the price of the forms.  Additional delivery points 
(shipped by the most economical means available.) will be invoiced to the agency as an extra charge.  THE 
CONTRACTOR WILL NOT BE REQUIRED TO BREAK A CARTON.  A copy of the contractor's invoice from 
the freight company must be attached to the agency's invoice.  No additional "mark up" charge will be allowed 
to the contractor. 
 
1.7 RUSH ORDERS (STATE AGENCIES) 
If a State agency required delivery of an order in less than the prescribed time outlined in this contract, that 
agency must contact the contractor.  The contractor may choose one of the two options stated below: 
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Option 1.  Waive the order from the contract.  Agencies with Printing Delegation orders may quote.  Orders 
exceeding the agency's delegated limit and orders for agencies without Printing Delegation orders must be bid 
by the OSP. 
 
Option 2.  Accept the order and meet delivery requested.  The ordering agency should obtain a written 
document with the agreed delivery date stated.  The contractor may charge 1% of the original contract price for 
each working day less than the prescribed time authorized by the contract, that the delivery schedule is 
reduced.  Rush order upcharges shall not exceed twenty percent (20%) of the original contract price. 
 
If the contractor fails to meet the "RUSH" delivery, the rush charge will not be applied.  If the contractor 
exceeds the delivery time for a normal delivery, the contractor may be charged late charges. 
 
1.8 RUSH ORDERS (COOPERATIVE PURCHASING PARTICIPANTS) 
The contractor must comply with one of the two following options. 
 
Option 1.  Waive the order from the contract. 
 
Option 2.  Accept the order and meet delivery requested.  The Cooperative Purchasing Participant should 
obtain a written document with the agreed delivery date stated.  The contractor may charge 1% of the original 
contract price for each working day less than the prescribed time authorized by the contract, that the delivery 
schedule is reduced.  Rush order upcharges shall not exceed twenty percent (20%) of the original contract 
price. 
 
If the contractor fails to meet the "RUSH" delivery, the rush charge will not be applied.  If the contractor 
exceeds the delivery time for a normal delivery, the contractor may be charged late charges. 
 
1.9 CANCELLATION OF AN ORDER (STATE AGENCIES) 
Agency purchase order cancellations must be communicated to OSP and the contractor must be compensated 
for all materials used and all work completed on the order prior to request for cancellation under the pricing 
provisions specified herein.  Charges incurred which cannot be determined in this manner must be submitted 
to the OSP for approval.  The OSP shall approve/disapprove the contractor's charges for work completed prior 
to cancellation approval.  The ordering agency shall notify OSP and the contractor at the earliest possible 
moment of its intent to request cancellation. 
 
1.10 CANCELLATION OF AN ORDER (COOPERATIVE PURCHASING PARTICIPANTS) 
The contractor must be compensated for all materials used and all work completed on the order prior to 
request for cancellation under the pricing provisions specified herein.  The Cooperative Purchasing Participant 
shall notify the contractor at the earliest possible moment of its intent to request cancellation. 
 
1.11 EXCLUSIONS (STATE AGENCIES ONLY) 
Orders will be excluded from this contract if they include any or a combination of the following: 
 
Any form requiring delivery under the "RUSH ORDERS" provision by a date which the contractor cannot meet.  
(See "Rush Orders"). 
 
Any form which requires the setting of composition in a foreign language.  Agency may provide such copy in 
camera-ready form, in which case, the contractor shall be required to accept the order. 
 
Orders not meeting the minimum quantity specified shall be competitively bid. 
 
Orders will be excluded from this contract if they include any or a combination of the following: 
 
All continuous labels, printed and unprinted, will be bid separately. 
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All continuous mailers and continuous tab cards are excluded from this contract. 
 
All forms for which the overall depth, width, or number of parts have been intentionally deleted from this 
Request for Quotation will be purchased separately. 
 
Any form requiring a depth not specified in this contract will be bid separately. 
 
Any test scoring scanner forms.  Example:  Scantron Forms 
 
1.12 EXCEPTIONS (STATE AGENCIES ONLY) 
The State reserves the right to route orders for divisions of the Arkansas State Legislature to this contract or to 
bid separately on a one-time basis. 
 
The State reserves the right to purchase standard forms from sources other than the contractor.  Standard 
forms are forms produced for numerous customers and frequently kept as an inventory item by the 
manufacturer.  A standard form may be overprinted with agency name and other pertinent information.  
Standard shelf items would include forms such as Federal Income Tax Forms (W-2's, etc.) stock register 
forms, library forms, medical forms, stock continuous forms (computer paper) etc and forms to be used with a 
particular piece of equipment. 
 
1.13 OBLIGATIONS OF CONTRACTOR (STATE AGENCIES) 
The contractor must have a representative who can provide technical assistance within twenty-four (24) hours 
of written notification.  On site visits to the agency may be required.  The contractor must assist the ordering 
user with design and layout of forms in the most efficient manner.  This representative must be able to help 
diagnose and solve problems with equipment operation, which may be related to the use of forms produced 
under this contract. 
 
If at any time it is learned that the contractor has intentionally directed the user in a matter, which has 
unnecessarily cost additional money, the contract may be cancelled and the contractor may be suspended or 
debarred from doing further business with the State. 
 
Contractor must provide the State with production quality negatives and a TIF or EPS file for each new form 
produced under this contract. 
 
After award of the contract, the contractor will receive production quality negatives and disk files that are to be 
used in the printing of reorders.  The contractor is required to inspect the negatives and within ten (10) working 
days provide the OSP with a letter acknowledging receipt and acceptance of the negatives.  Any problems with 
the production materials must be noted in writing with acknowledgement of receipt.  All of the negatives 
furnished to the contractor will remain the property of the State of Arkansas and any loss or damage to the 
items listed in the inventory sheet signed by the contractor will require replacement at no cost to the State. 
 
Negatives, which have deteriorated through use and require replacement, may be priced as an original order 
after the contractor has provided written notification to the OSP and received authorization to reset 
composition. 
 
The contractor MUST maintain the current revision date in the line hole margin.  When a negative is updated, 
the old negative MUST be destroyed. 
 
Contractor will keep the negatives in a secure location during the term of the contract.  This location may be 
outside the boundaries of the State of Arkansas.  Upon request of the OSP, the contractor will be required to 
transfer the negatives to a location designated by the OSP.  The transportation expenses will be paid by the 
contractor. 
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The current negatives and a sample of the current form must be placed in an envelope or file pocket 
designating the ordering agency's name, agency number, and all form numbers included in the envelope.  Only 
one agency's negatives and samples per envelope and no more than twenty-five negatives per envelope. 
 
At the conclusion of this contract, the negatives along with a complete inventory of those negatives (in hard 
copy and disk format) must be delivered to the (new) contractor.  At the same time, a complete inventory list of 
the negatives both hard copy and disk must be delivered to the OSP.  The list must be maintained by agency 
and form number not by contractors job number. 
 
If the new contractor receives the negatives and the aforementioned requirements have not been met, the 
previous contractor will be held responsible for correcting all deficiencies within a time period specified by the 
OSP.  Failure to complete this portion of the contract will be considered default and could jeopardize the future 
bidding status of the previous contractor or action may be taken against the previous contractor's performance 
bond. 
 
Marginal words and numbers inserted by the manufacturer to identify the form are not considered to be a part 
of the form.  No charge will be allowed on these words or numbers by the manufacturer. 
 
1.14 OBLIGATIONS OF CONTRACTOR (COOPERATIVE PURCHASING PARTICIPANTS) 
The contractor must have a representative who can provide technical assistance within twenty-four (24) hours 
of written notification.  On site visits to the cooperative procurement participant may be required.  The 
contractor must assist the ordering user with design and layout of forms in the most efficient manner.  This 
representative must be able to help diagnose and solve problems with equipment operation, which may be 
related to the use of forms produced under this contract.  This representative is to be available within 24 hours 
after notification. 
 
If at any time it is learned that the contractor has intentionally directed the user in a matter, which has 
unnecessarily cost additional money, the contract may be cancelled and the contractor may be suspended or 
debarred from doing further business with the State. 
 
1.15 SUMMARY OF ORDERS (ALL USERS) 
Contractor will be required to send to the OSP one sample form and one copy of the cost analysis sheet for 
each job completed under this contract. 
 
1.16 ACKNOWLEDGEMENTS AND COST STATEMENT (ALL USERS) 
A cost statement from the contractor may be requested by the ordering entity prior to placing the order into 
production.  Contractor must respond verbally or in writing within (5) five working days.  The user must then 
issue written acceptance of cost to the contractor.  Written acceptance from the user may be in the form of a 
purchase order including the price or as a letter confirming the purchase order number already sent to 
contractor and verifying the cost.  Contractor should not begin work on any purchase order requesting 
"statement of cost# without written authorization from user.  Delivery time will not begin until contractor 
receives written authorization from the agency. 
 
1.17 PAPER PRICE CHANGE CLAUSE 
No price increases will be authorized during the initial 60 days of this contract.  After the initial 60 days, the 
contractor may request in writing that OSP give consideration to a paper cost increase, but must furnish all 
documentation to support the cost increase.  Price increases, which are approved, will become effective within 
the (10) working days after date of written authorization from OSP.  Any price increase will remain firm for a 
period of not less than sixty (60) days. 
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MOORE WALLACE CHOSEN OPTION: 
Option one.  The successful vendor will be required under separate cover, to provide OSP with dated invoices 
from the respective mill(s) which show the actual cost of papers being supplied to the state.  These invoices 
will serve as the basis for all price increases or decreases throughout the contract period, and will be kept in 
the strictest of confidence.  Invoices dated after the contract award date must be provided with all paper price 
increase requests.  For all other papers, invoices will be required within ten (10) working days after receipt of 
written request from OSP.  These invoices must reference the State of Arkansas contract and be specific as to 
the brand and amount of paper shipped and the unit price paid.  Changes, which are granted based upon a 
mill, announced increase, and must be authenticated by subsequent mill invoices.  In those instances where 
announced mill increases are not evident on invoices, the State will take the necessary action to readjust unit 
prices and collect any overpayments. 
 
The option selected, prior to contract award, will serve as the basis for all paper price changes authorized by 
OSP during the term of this contract and on any subsequent period(s) of extension. 
 
The contractor confirms that his company and any subcontractors will guarantee the State full benefit of all 
paper price decreases passed along from the mill or supplier.  When market conditions indicate that a 
reduction in cost is warranted, the contractor will be required upon written notification from OSP to lower his 
price for paper on all jobs in production and on all future jobs until such time as an authorized change in cost is 
made or the contract is terminated. 
 
Any paper price increase or decrease will be based on the originally bid running charge for the basic form size 
and number of parts. 
 
1.18 QUALITY 
The printing and workmanship of all forms furnished under this contract must be of "first class" quality.  All 
materials and operations such as printing, collating, punching, perforating, registration, paper and carbon shall 
be of such quality as to insure satisfactory usage 
 
1.19 OVERRUNS/UNDERRUNS 
The overrun/underrun provision in this contract is included as an allowance to provide the contractor with a 
broad target with regard to the number of forms required for delivery on a specific order.  Overruns shipped by 
the contractor will be subject to the following schedule: 
 
          FORMS ORDERED                        VARIATION ALLOWED 
          Up to - 50,000                               10% 
          50,001 - 100,000                                8% 
          100,001 - 150,000                                 5% 
          150,001 - OVER                                   2% 
 
Any orders issued which specify no overruns or underruns may be charged an additional five (5) percent of the 
invoice amount.  This provision may not be used in combination with the upcharge for #guaranteed no missing 
numbers#. 
 
If the agency receives an excessive overrun, notify OSP. 
 
1.20 PROOFS (ALL USERS) 
Proofs must be furnished on all forms, which are not an exact repeat or not furnished camera-ready by agency 
unless otherwise specified.  Contractor should submit a proof any time the probability of error exists.  Any 
changes made by the ordering agency shall be charged as specified under "author's alterations" in Additional 
Charges section.  No allowances will be made for contractor's errors, such as typographical error.  Proofs 
required by agency on exact repeat will be $10.00 each. 
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Both the user and the contract holder are responsible for keeping accurate records showing time copy and 
proofs are mailed and received in order to calculate the final delivery date of the finished product.  These 
records must show the dates proofs are mailed or delivered to the using agency and the date(s) they are 
returned.  When the proofs are sent, the contract holder will provide a proofing document to sign indicating if 
corrections are necessary.  The document will show the signature of the person reviewing the document, the 
date it was reviewed, and the necessary corrections to be made, if any.  The contractor will not proceed 
without this signature.  The time proofs are out of his plant will not count against production time. 
 
When proofs are submitted to the agency, it will be the agency's responsibility to make the necessary 
corrections.  The notation "AA" (Author's Alterations) or "PE" (Printer's Error) will be made in the margin of the 
copy along with each correction.  Additional time to review proofs needed because of vendor errors in setting 
composition will be counted as production time. 
 
Author's alterations are changes made by the originator after typesetting has been accomplished according to 
the original draft.  If the printer makes errors in the setting of composition, the correction of these errors is not 
chargeable to the agency.  The "PE", "AA" designations will identify those charges for which the user should 
correctly be billed. 
 
Proof must be sent within fifteen (15) working days after final submission of order.  Any proofs requiring 
changes must be resubmitted within ten (10) working days. 
 
Contractor shall be responsible for all transportation expenses for delivery of the proofs. 
 
1.21 INVOICING 
The contractor must submit invoices in triplicate unless otherwise specified.  The invoice must clearly show the 
contract number and the agency's purchase order number.  Analysis of all charges must be included with the 
invoice.  The contractor will be required to give the total cost for the recycled paper used in the production of 
the order on the analysis sheet.  The ordering agency's procurement office must receive two sample forms and 
two copies of the cost analysis sheet.  The OSP must receive one sample form and one copy of the cost 
analysis sheet. 
 
1.22 LIQUIDATED DAMAGES OR PENALTY (STATE AGENCIES) 
All commodities furnished will be subject to inspection and acceptance after delivery.  Failure to meet 
specifications authorizes the OSP to cancel this contract or any portion of same and reasonably purchase 
commodities elsewhere and charge full increase, if any, in cost and handling to the defaulting contractor. 
 
Liquidated damages imposed by the against the contractor for failure to meet delivery schedule will be one 
percent (1%) of the invoice amount for each working day beyond the specified delivery time.  The contractor 
shall be relieved of delays due to causes beyond his control such as Acts of God, national emergency, strikes 
or fire.  The OSP will assess penalties for late delivery in all cases except those that relate to causes beyond 
the contractor's control.  The contractor must notify in writing, on a timely basis, OSP of such developments 
stating reason, justification and extent of delay.  Other liquidated damages provided for in this contract must be 
verified and approved in writing by OSP prior to application by the ordering agency. 
 
When the time does not allow for reprinting or reordering, acceptance of an inferior commodity may result in a 
liquidated damage of up to 20% of the invoice price or $500 whichever is smaller. 
 
1.23 LIQUIDATED DAMAGES OR PENALTY (COOPERATIVE PURCHASING PARTICIPANTS) 
All commodities furnished will be subject to inspection and acceptance after delivery.  If the contractor fails to 
meet the specifications the Cooperative Purchasing Participant should notify OSP in writing. 
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Liquidated damages imposed against the contractor for failure to meet delivery schedule will be one percent 
(1%) of the invoice amount for each working day beyond the specified delivery time.  The contractor shall be 
relieved of delays due to causes beyond his control such as Acts of God, national emergency, strikes or fire. 
 

OUTLINE AGREEMENT AWARD TERMS AND CONDITIONS 
 
1. GENERAL:  All terms and conditions stated in the invitation for bid govern this contract. 
 
2. PRICES:  Prices are firm and not subject to escalation, unless otherwise specified in the invitation for bid. 
 
3. DISCOUNTS:  All cash discounts offered will be taken if earned. 
 
4. TAXES:  Most state agencies must pay state sales tax.  Before billing, the contractor should contact the 
ordering agency to find out if that agency must pay sales tax.  Itemize state sales tax when applicable on 
invoices. 
 
5. BRAND NAME REFERENCES:  The contractor guarantees that the commodity delivered is the same as 
specified in the bid. 
 
6. GUARANTY:  All items delivered are to be newly manufactured, in first- class condition, latest model and 
design, including, where applicable, containers suitable for shipment and storage unless otherwise indicated in 
the bid invitation.  The contractor guarantees that everything furnished hereunder will be free from defects in 
design, workmanship, and material; that if sold by drawing, sample or specification, it will conform thereto and 
will serve the function for which furnished.  The contractor further guarantees that if the items furnished 
hereunder are to be installed by the contractor, such items will function properly when installed.  The contractor 
also guarantees that all applicable laws have been complied with relating to construction, packaging, labeling, 
and registration.  The contractor's obligations under this paragraph shall survive for a period of one year from 
the date of delivery, unless otherwise specified in the invitation for bid. 
 
7. AWARD:  This contract award does not authorize shipment.  Shipment against this contract is authorized by 
the receipt of a purchase order from the ordering agency.  A written purchase order mailed or otherwise 
furnished to the contractor results in a binding obligation without further action by either party. 
 
8. DELIVERY:  The term of the contract is shown on the face of the contract award.  The contractor is required 
to supply the state's needs during this term.  The number of days required to place the commodity in the 
receiving agency's designated location under normal conditions is also shown.  Consistent failure to meet 
delivery without a valid reason may cause removal from the bidders' list or suspension of eligibility for award. 
 
9. BACK ORDERS OR DELAY IN DELIVERY:  Back orders or failure to deliver within the time required may be 
default of the contract.  The contractor must give written notice to the Office of State Procurement and ordering 
agency of the reason and the expected delivery date.  If the reason is not acceptable, the contractor is in 
default.  The Office of State Procurement has the right to extend delivery if reasons appear valid.  If the date is 
not acceptable, the agency may buy elsewhere. 
 
10.  DELIVERY REQUIREMENTS:  No substitutions or cancellations are permitted without written approval of 
the Office of State Procurement.  Delivery shall be made during agency work hours only, 8:00 a.m. to 4:30 
p.m., unless prior approval for other delivery has been obtained from the agency.  Packing memoranda shall 
be enclosed with each shipment. 
 
11.  STORAGE:  The ordering agency is responsible for storage if the contractor delivers within the time 
required and the agency cannot accept delivery. 
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12.  DEFAULT:  All commodities furnished will be subject to inspection and acceptance of the ordering agency 
after delivery.  Default in promised delivery or failure to meet specifications authorizes the Office of State 
Procurement to cancel this contract or any portion of same and reasonably purchase commodities elsewhere 
and charge full increase, if any, in cost and handling to the defaulting contractor. 
 
13.  VARIATION IN QUANTITY:  The state assumes no liability for commodities produced, processed or 
shipped in excess of the amount specified herein. 
 
14.  INVOICING:  The contractor shall submit an original and two copies of an itemized invoice showing the bid 
number and purchase request number when itemized in the invitation for bid.  Invoices must be sent to 
"Invoice to" point shown on the purchase order. 
 
15.  STATE PROPERTY:  Any specifications, drawing, technical information, dies, cuts, negatives, positives, 
data or any other commodity furnished to the contractor hereunder or in contemplation hereof or developed by 
the contractor for the use hereunder shall remain property of the state, be kept confidential, be used only as 
expressly authorized, and be returned at the contractor's expense to the F.O.B. point, properly identifying what 
is being returned. 
 
16.  ASSIGNMENT:  This contract is not assignable nor the duties hereunder delegable by either party without 
the written consent of the other party to the contract. 
 
17.  OTHER REMEDIES:  In addition to the remedies outlined herein, the contractor and the state have the 
right to pursue any other remedy permitted by law or in equity. 
 
18.  LACK OF FUNDS:  The state may cancel this contract to the extent funds are no longer legally available 
for expenditures under this contract.  Any delivered but unpaid for goods will be returned in normal condition to 
the contractor by the state.  If the state is unable to return the commodities in normal condition and there are 
no funds legally available to pay for the goods, the contractor may file a claim with the Arkansas Claims 
Commission.  If the contractor has provided services and there are no longer funds legally available to pay for 
the services, the contractor may file a claim. 
 
19.  QUANTITIES:  The state may order more or less than the estimated quantity in the invitation for bid. 
 
20.  DISCLOSURE:  Failure to make any disclosure required by the Governor's Executive Order 98-04, or any 
violation of any rule, regulation, or policy adopted pursuant to that order, shall be a material breach of the 
terms of this contract.  Any contractor, whether an individual or entity, who fails to make the required disclosure 
or who violates any rule, regulation, or policy shall be subject to all legal remedies available to the agency. 
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RECYCLED PAPER 
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2.0 FORM SPECIFICATIONS 
 
2.1 LOCKUP SPACE 
Lockup space is that space used to clamp the printing plate to the plate cylinder.  The lockup space is a 1/2" 
wide uninterrupted space across the width of the form.  No printing can be done within this area using just one 
plate.  If no lockup space is provided, the contractor must make (and charge) for a second plate. This 
will be charged as an additional color of ink.  See hyperlink 6300000219 for diagram. 
 
2.2 FORMS MEASUREMENTS 
Continuous form sizes are designated by width and then by depth (length). The width includes the overall 
measurements of the form from one edge to the other including the line hole margins.  Thus, a form with a 
tear-down size of 8 1/2" x 11" is actually a continuous form with an overall size of 9 1/2" x 11".  The two 1/2" 
margins when removed result in the desired form size.  See hyperlink 6300000219 for diagram. 
 
2.3 BASIC FLAT CHARGE 
An individual flat charge shall be allowed for each size of custom continuous form.  Each time a form repeats 
itself, the repeated composed area between perforations determines the basic form depth (length).  Only one 
basic flat charge per form ordered shall be allowed.  The basic flat charge shall include all of the following 
specifications: 
 
All preparatory cost such as press make ready including any paper roll change for the first ply, negatives and 
plates necessary prior to actual press operations shall be included in the basic flat charge. 
 
Construction shall include the following: 
 

Crimp fastening of carbon to back of the preceding part in one margin, both margins, or loose. 
 

Horizontal perforation of all parts between sets. 
 

Vertical standard 1/2" perforations on one or both margins through all paper parts as specified by the 
agency. 

 
Marginal line hole punching on both left and right sides of form.  Holes must be 5/32" size, 1/2" center 
to center, 1/4" center to edge, through all parts. 

 
Non-processed carbon. 

 
Carbon paper must be a minimum weight of 7 lb., medium grade, non-processed black, fully coated on one 
side and horizontally perforated between all sets.   
 
The paper included in the basic flat and running charges shall be as indicated below.  PLEASE NOTE THIS 
CONTRACT INCLUDES VIRGIN AND RECYCLED PAPERS.  THOSE RECYCLED PAPERS LISTED 
BELOW MUST BE USED IN LIEU OF VIRGIN PAPER FOR JOBS PRODUCED UNDER THIS CONTRACT.  
THE CONTRACTOR IS ENCOURAGED TO USE OTHER RECYCLED PAPERS WHEN AVAILABLE. 
 
These paperweights for the basic forms are listed as a guide to the contractor.   
 

Two and three part forms - All 15# paper 
Four, Five and Six part forms - 15# on part one, all others 12# paper 
Agency may request other combinations of the 12 or 15 pound, #4 Grade Registered Sulphite Bond, 
White or colored at no additional charge.   
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Contractor is to list a minimum of five (5) paper colors in addition to white that will be furnished.    
Yellow, pink, goldenrod, green and blue. 
 
RECYCLED PAPER WEIGHTS AND COLORS THAT MUST BE USED WHEN A FORM USING THESE 
PAPER WEIGHTS OR COLORS IS REQUESTED. 
 
12 LB. Canary and Pink bond 
15 LB. White bond 
15 LB. Canary and Pink bond 
20 LB. White bond 
20 LB. Canary and Pink bond 
24 LB. White MICR bond 
 
15# LB. CB carbonless, white only. 
14.5 LB. CFB carbonless, White, Canary, Pink 
15# LB. CF carbonless, White, Canary, Pink 
The carbonless paper will be black image. 
 
The base price shall include black ink on the face of all parts. See allowances for other ink options. 
 
Printing on back of all parts with one color (agency’s choice) black or gray ink. 
 
All marginal words or phrases included in the basic flat charge at the contractor's choice of color.  Total length 
of marginal words cannot exceed 5 inches in length. 
 
Forms must be packaged in corrugated containers, which must be of sufficient strength to protect forms from 
damage during shipping, handling and storage.  Internal dimensions of cartons must be approximately 1/16" 
greater than width and 1/8" greater than length of packed forms so as to assure against damage from bending, 
curling, shifting, etc.  Forms must be packed "face-up". 
 
All cartons must be marked as to contractor name, description of form, quantity within, numbering sequence 
within (if applicable), date produced and any other pertinent information. 
 
Cartons should be packaged consistent with industry standards. Individual carton weight should not exceed 50 
lbs.   
 
Proofs must be furnished on all forms, which are not an exact repeat or not furnished camera-ready by agency 
unless otherwise specified.  Contractor should submit a proof any time the probability of error exists.  Any 
changes made by the ordering agency shall be charged as specified under "author's alterations" in Additional 
Charges section.   No allowances will be made for contractor's errors, such as typographical error.  Proofs 
required by agency on exact repeat will be $10.00 each. 
 
Allowances are given in this bid for various other combinations of ink and numbering in contractor's choice of 
color. 
 
3.0  SPECIAL FEATURES ALLOWANCES AND REDUCTIONS 
 
3.1 BLANK ORDERS 
If there is no printing on the form except for the consecutive numbers, prefix or suffix letters, contractor must 
reduce the price as follows: 
 

 Some parts blank - See deletion. 
 All parts blank - Deduct 50% of the basic flat charge. 
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3.2 COMPOSITION   
 
MINIMUM CHARGE OF $10.00 
 
The contractor will be allowed to charge for composition when a negative, camera-ready artwork, TIF or EPS 
file is not available.  If a negative, TIF or EPS file is not available the agency must provide camera-ready copy 
or allow the contractor to set the type.  The point sizes may be stipulated by the ordering agency.  The agency 
will not be allowed to provide the composition on disk to the contractor. 
 

 LIGHT - Few lines of type with no borders. 
 MEDIUM - Several lines of type, simple borders, cross rule form with simple headings. 
 HEAVY - Many line of type, Fancy/detailed borders, Closely spaced cross rule form with headings. 

 
SEE HYPERLINK 600000214 FOR COMPOSITION EXAMPLES. 
 
The cost will be priced per square inch for typesetting services. Charge may only be applied to the area 
containing copy (i.e. if the form size is 11 X 8 1/2" with copy in an area 11" x 4", the cost is figured by 
multiplying the total number of square inches of copy (11" x 4" = 44) by the appropriate composition charge. If 
the area of copy measures 1/2" or less, the fraction is dropped.  If more than 1/2", the measurement is rounded 
up to the next inch.  One half inch or less of total composition will be priced at 1/2" the prevailing rate.  
Composition charges shall be allowed for changes from part to part at the same rate for the area effected. 
 

 LIGHT  - $ .60  PER SQUARE INCH 
 MEDIUM - $ .75  PER SQUARE INCH 
 HEAVY  - $ .85  PER SQUARE INCH 

 
3.3 VOLUME DISCOUNT 
Because of the generally accepted principle that volume ordering results in cost savings, this RFQ incorporates 
a volume discount requirement that the contractor must apply to those orders which qualify.  A percentage 
discount will be applied to the base running charge of high volume orders.  The discount applies only to those 
orders of single and multiple part forms with a total single sheet equivalent of 400,000 sheets or more. 
 
                                                 Percentage Discount 

Single Sheet Equivalent       From Base Running Charges 
 

400,000 - 599,999                       6% 
600,000 - 799,999                       7% 
800,000 - and up                        8% 
 

The following table lists multiple part forms converted into single sheet equivalents, which qualify for the 
minimum discount rate: 
 

400,000   Single sheet forms 
200,000   Two part forms 
133,000   Three part forms 
100,000   Four part forms 
80,000    Five part forms 
67,000    Six part forms 
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3.4 PLATE CHANGE ALLOWANCES 

 Plate change                                       $50.00 Flat 
This will be allowed to make changes from part to part. 

 
 Deletion of printed area from one or more parts.  $10.00 Flat 

When adequate room is available to permit a deletion, the contractor will use this charge.  The area to 
be deleted must not be interrupted by rules and must have a minimum of 3/16" unprinted area 
surrounding the copy to be deleted. 

 
 Block Outs 

The contractor may charge a plate change for blockout area.  Contractor must furnish artwork for 
blockout design. 

 
 Marginal Words 

All marginal words or phrases including "non negotiable" on checks, shall be included in the basic flat 
charge at the contractor's choice of color.  Total length of marginal words cannot exceed 5".  Type size 
may be up to and including 1/4".  The positioning of marginal words including staggering from part to 
part within a form is at ordering agency's option. 

 
 Author's Alterations 

Contractor may charge applicable composition change for the area involved with a minimum charge of 
$10.00. 
 

 Back Printing                                          $60.00 Flat 
 

 Phantoms/Pantographs/Borders                          $25.00 Flat 
 

Contractor is authorized a single flat charge for each phantom, pantograph and or border.  No 
charge for phantoms, pantographs and/or borders repeated on successive parts in a form or on 
repeat orders. 
 

 Reverses                                             No Charge 
 

 Screens  (Excluding Phantoms)                 $25.00 Flat 
 

Total charges for any one part will not exceed $50.00 for each screen value (example: 10%, 
20% etc.) Each change in screen value will carry a separate $25.00 flat charge. 

 
 
3.5 NUMBERING 
Numbering shall be in standard red ink or contractor's standard color of ink unless otherwise specified by 
agency.  Numbers must be confined to the front only, and must be approximately 3/16" in height.  Contractor 
must use the most economical numbering if agency does not specify otherwise. (A missing numbers list must 
be delivered with all numbered orders.) 
 

 The 5% charge for no overrun/underrun will not apply to orders that are priced as guaranteed no 
missing numbers unless the agency specifically requests no overruns or underruns. 

 
 Crash Imprinted (Carbon Impressed)                $25.00 Flat 

Numbers will be printed in ink on original only and impressed by carbon or chemically treated 
carbonless paper on the face of the other parts. Forms cannot be numbered where there is no carbon 
and numbers must be in the same position on all parts. 
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 Additional Charge for guaranteed no                $1.00 per M 
missing numbers on "crash imprinted"                Sets 
numbering. 

 
 All ink numbers                 $25.00 Flat + $ .15 per M parts 

Numbering must be printed in ink instead of carbon impressed on all copies.  The number may be 
located anywhere on the form, but must remain in the same position on all parts. 

 
 Each additional "all ink"              $25.00 Flat 

number on the same form 
 

 Additional Charge for guaranteed      $1.00 per M sets 
no missing numbers. 

 
 Number Reset in Series                 $5.00 Flat 

 
 Prefix                                  $5.00 Flat 

 
 Suffix is part of the base plate.  Printed as either a plate change or marginal word(s). 

 
 Position Change                        $25.00 Flat 

A position variation within a set 
 

 Color of Ink other than Red            $30.00 Flat 
or contractor's standard color numbering. 

 
3.6 MAGNETIC INK 
Magnetic ink shall be all black MICR.  (Magnetic ink is primarily used on checks). 
 

 Static MICR (Repetitive) $50.00 Flat + $1.50 per M MICR Numbers 
 Consecutive MICR         $60.00 Flat + $3.00 per M MICR Numbers 
 This charge in addition to any charges for regular numbering. 

 
3.7 OPTICALLY SCANNED FORMS (OCR FORMS)    

 $100.00 Flat + .50 per M Forms 
 

 The flat charge will cover all the extra handling for OCR forms such as composition, printing, and 
tolerance of ink requirements.  Upcharges for paper are allowed in the designated tables. 

 
 Contractor must guarantee that OCR forms, which are produced, will perform properly on the scanning 

equipment on which the forms are to be used.  It is mandatory that the ordering agency specifies 
the make and model of the scanning equipment. 

 
If the contractor cannot guarantee the performance of the OCR forms, he must waive the order in 
writing.  Upon waiver, the State will purchase the OCR forms according to current procurement 
procedures.  The contractor has five (5) days in which to waive any OCR order received. 

 
3.8 INK CHARGES 
Base prices include black ink on front and (Agencies choice of black or gray) on the back with numbering in red 
(or contractor's standard color) and marginal words in contractor's choice of color.  The following additional 
charges shall be allowed for inks other than those included in the base price. 
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 1 color other than black on the face         $30.00 Flat 
of one or more parts 

 
 2 colors, black and 1 other color            $60.00 Flat 

on the face of one or more parts 
 

 2 colors, other than black on                $90.00 Flat 
the face of one or more parts 

 
 3 colors, black and 2 other colors           $140.00 Flat 

on the face of one or more parts 
 

 3 colors other than black on the             $155.00 Flat 
face of one or more parts 

 
 1 color other than black or gray             $35.00 Flat 

on the back of one or more parts 
 

 PMS colors or exact match                    $35.00 Flat 
 
SOYOIL INK: 
The use of soybean oil ink is required.  Please complete the blanks below:  

 
 
BRAND OF INK:                        INK MFGR: ________________  
 
3.9  FASTENING 

 Hot melt, cold solid line, or    $25.00 Flat + 
spot glueing.      .50 per M 
(Base charge includes crimping or glueing) 

 
 Fugitive Glue for each glue line   $20.00 Flat + 

utilized.      .30 per M 
 
(A nonpermanent light glue line that permits separation without damage to paper parts.  Usually used to 
hold carbon paper in place. 

 
3.10 PAPER 

 See upcharge for paper stock for all papers not included in base price. 
 

 Special Sizes:  Use price for next larger size except as noted.  Forms for which the overall width and or 
the number of parts have been intentionally deleted from this contract will be purchased separately. 

 
3.11 SPECIAL CARBONS 

In addition to the full carbons provided as a part of the base flat charge for continuous forms ordered under 
this contract, several other types of carbon are also available.  Some instances may require the use of both 
pattern and stripe carbon. 

 
 Stripe carbon - See extra charge table.  Stripe is a continuous band or bands of carbon that run parallel 

to the margins.  Although used for basically the same purpose as pattern carbon, stripe carbon is 
considerably less expensive.  Some instances may require the use of pattern and stripe carbon. 
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 Double face – See extra charge table.  Double face carbon has a carbon coating on both sides.  It is 
more difficult to alter entries made on a form that has a carbon mirror image. 

 
 Spot or pattern carbon - One flat charge for each different pattern or hot spot carbon within a set.  

Running charge per thousand sheets.  Running charge based on total number of sheets without regard 
to the number of patterns.  Pattern Carbon can be any size or shape and is used primarily for 
withholding information from certain areas of the form.  Processed carbon must be used. 

 
Spot or Pattern Carbon $100.00  Flat  

+ $5.00 RC per M per part 
 

 
3.12 PUNCHING (OTHER THAN MARGINAL PUNCHING) 

 For punching standard size holes through  
one or more parts within the set, in the same  
position through all parts.          

$9.00 Flat per hole 
 

 If position of punching varies within a set, an additional machine set upcharge of $75.00 will be added. 
 
3.13 SPECIAL PERFORATIONS (OTHER THAN THOSE INCLUDED IN THE BASE PRICE.) 

 Horizontal - Full width for one perforation      $25.00 Flat 
in the same position on one or more parts. 

 
 Horizontal - Not full width for one              $30.00 Flat 

perforation same position on one or 
more parts. 

 
 Vertical - Full length for each perforation      $10.00 Flat 

in the set. 
 

 Vertical - Not full length            $60.00 Flat +  
(skip perforation) for each in    .45 RC per M 
the same position on one or  
more parts in the set. 

 
 Micro, Laser or similar perforation              $2.00M RC 

 

3.14 OTHER SIZES (WIDTH OR LENGTH, PAPER AND/OR CARBONS). 
The contractor may charge the price of the next larger size for forms ordered in sizes other than those listed in 
the tables - except as noted.  Forms for which the overall width and or the number of parts have been 
intentionally deleted from the contract, will be purchased separately. 
 
 
3.15 PALLETS 
When requested by the ordering agency, the contractor must palletize orders and may charge the flat charge 
for each pallet used.  The pallet must be loaded and packed to insure acceptance and safe delivery by 
common carriers. 
 
 

$35.00 ea. Pallet 
 



STATE OF ARKANSAS 
State Term Contract 

 
CONTRACT NO: SP-03-0544 PAGE 21 of 28 
 

LOCKUP AND FORM SIZE GUIDE 
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SIZE CODE 
 
 
5 ¾ x 3  05630  
6 ½ x 3  06530  
8 x 3  08030  
8 ½ x 3  08530  
9 ½ x 3  09530  
9 7/8 x 3  09730  
10 5/8 x 3  10530  
11 x 3  11030  
11 ¾ x 3  11330  
12 27/32 x 3  12230  
13 5/8 x 3  13550  
14 7/8 x 3  14730  
15 ½ x 3  15530  
16 x 3  16030  
16 ¾ x 3  16330  
17 27/32 x 3  17230 
   
5 ¾ x 3 ½  05635  
6 ½ x 3 ½  06535  
8 x 3 ½  08035  
8 ½ x 3 ½  08535  
9 ½ x 3 ½  09535  
9 7/8 x 3 ½  09735  
10 5/8 x 3 ½  10535  
11 x 3 ½  11035  
  
11 ¾ x 3 ½  11335  
12 27/32 x 3 ½  12235  
13 5/8 x 3 ½  13535  
14 7/8 x 3 ½  14735  
15 ½ x 3 ½  15535  
16 x 3 ½  16035  
16 ¾ x 3 ½  16335  
17 27/32 x 3 ½  17235  
   
5 ¾ x 3 2/3  05636  
6 ½ x 3 2/3  06536  
8 x 3 2/3  08036  
8 ½ x 3 2/3  08536  

9 ½ x 3 2/3  09536  
9 7/8 x 3 2/3  09736  
10 5/8 x 3 2/3  10536  
11 x 3 2/3  11036  
11 ¾ x 3 2/3  11336  
12 27/32 x 3 2/3  12236  
13 5/8 x 3 2/3  13536  
14 7/8 x 3 2/3  14736  
15 ½ x 3 2/3  15536  
16 x 3 2/3  16036  
  
16 ¾ x 3 2/3  16336  
17 27/32 x 3 2/3  17236  
   
5 ¾ x 5 ½  05655  
6 ½ x 5 ½  06555  
8 x 5 ½  08055  
8 ½ x 5 ½  08555  
9 ½ x 5 ½  09555  
9 7/8 x 5 ½  09755  
   
5 ¾ x 5 2/3  05656  
6 ½ x 5 2/3  06556  
8 x 5 2/3  08056  
8 ½ x 5 2/3  08556  
9 ½ x 5 2/3  09555  
9 7/8 x 5 2/3  09756  
   
5 ¾ x 7  05670  
6 ½ x 7  06570  
8 x 7  08070  
8 ½ x 7  08570  
9 ½ x 7  09570  
9 7/8 x 7  09770  
   
5 ¾ x 7 1/3  05673  
6 ½ x 7 1/3  06573  
8 x 7 1/3  08073  
8 ½ x 7 1/3  08573  

9 ½ x 7 1/3  09573  
9 7/8 x 7 1/3  09773  
   
5 ¾ x 8 ½  05685  
6 ½ x 8 ½  06585  
8 x 8 ½  08085  
8 ½ x 8 ½  08585  
9 ½ x 8 ½  09585  
9 7/8 x 8 ½  09785  
10 5/8 x 8 ½  10585  
11 x 8 ½  11085  
11 ¾ x 8 ½  11385  
12 27/32 x 8 ½  12285  
13 5/8 x 8 ½  13585  
14 7/8 x 8 ½  14785  
15 ½ x 8 ½  15585  
16 x 8 ½  16085  
16 ¾ x 8 ½  16385  
17 27/32 x 8 ½  17285  
   
5 ¾ x 11  05611  
6 ½ x 11  06511  
8 x 11  08011  
8 ½ x 11  08511  
9 ½ x 11  09511  
9 7/8 x 11  09711  
10 5/8 x 11  10511  
11 x 11  11011  
11 ¾ x 11  11311  
12 27/32 x 11  12211  
13 5/8 x 11  13511  
14 7/8 x 11  14711  
15 ½ x 11  15511  
16 x 11  16011  
16 ¾ x 11  16311  
17 27/32 x 11  17211  
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COMPOSITION TYPES 
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