
Award Number: SP-14-0076
Commodity:  Library Binding and Rebinding

Agency Contact: Janet Quattlebaum @ 501-324-9319

Vendor: HF Group, LLC dba The HF Group
Vendor Contact: Cindy Knafel
Toll Free: 800-334-3628, EXT. 961
Fax: 260-982-1130
E-Mail: cknafel@hfgroup.com

Vendor number: 100151922

THIS IS THE THIRD (3) OF SIX (6) 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
INVITTATION FOR BID AND CONTRACT.

CONTRACT PERIOD:   The term of this contract shall be for a period of (12) months beginning January 6, 2017
through January 5, 2018 with option to renew in three (3) one (1) year increments or a portion thereof upon mutual
agreement.

SCOPE: This statewide term contract is issued by the Office of State Procurement (OSP) for library binding and
re-binding materials for the Arkansas State Colleges and Universities and other governmental agencies.

______________________________________________________________________________
Item Material/Description Target QtyUM Unit Price Amount______________________________________________________________________________

Vendor No. 100151922
Contact Cindy Knafel, Contract Adminis
Your reference SP-14-0076

HF GROUP LLC
1010 N SYCAMORE ST
NORTH MANCHESTER IN  46962

Send Invoice To:

As specified on purchase order

Ship To:

STATEWIDE DELIVERY

LITTLE ROCK AR  72201

Valid from:         01/06/2014

Valid to:           01/05/2018

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR:
All purchasing rules and regulations defined by the State of Arkansas apply to this document.

__________________________________ ____________________
Purchasing Official/Fiscal Officer Date

STATE OF ARKANSAS

Term Contract

Contract No. 4600031333
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Item Material/Description Target QtyUM Unit Price Amount____________________________________________________________________________________________________________________________________________________________

0001 10131701           50,000.00 Lump Sum 1.00 $ 50,000.00
SERVICE, BOOK BINDING
Monographs - $7.75 per volume

Custom books covered with F grade Buckram

Economy Books - $6.75 per volume

Covered with C grade Buckram or Mylar

Note: Monographs should be up to and including 13.5 " inches in height,

2-5" inches thick or less (includes 7 lines of type).

Periodicals - $10.25 per volume

Custom, includes full collation

Standard - $8.25 per volume

Check for completeness

Thesis - $8.25 per volume

Stamped on Spine only

Music Scores - $9.60 per volume

Note: Should be up to and including 12" inches in height and 1" inch thick,

hand sewn through the fold (includes 1 line of type).

Newspapers - $44.60 per volume

Note: For most applications will be approximately 23" x 14".

Should be up to and including 12.5" inches in height, 2.5" inches thick or

less (includes 7 lines of tyype for title, volume, month, year, etc).

RUSH ORDER ITEMS

Rush orders: When "rush order" service is requested by the library, the

Contractor may add an up-charge fee per volume for processing each item

which may be added to the normal price for the bindery operation

specified.

Monographs, Custom Books - $3.00 up-charge per volume

Covered with F grade Buckram

Monographs, Economy Books - $3.00 up-charge per volume

Covered with C grade Buckram or Mylar

Periodicals, Custom - $3.00 up-charge per volume

Includes full collation

Periodicals, Standard - $3.00 up-charge per volume

Check for completeness

Note: Should be up to and including 12.5" inches in height, 2.5" thick or

less (include 7 lines of type for title, volume, month, year, etc).

Thesis - $3.00 up-charge per volume

Stamped on spine only

Thesis, standard - $3.00 up-charge per volume

Check for completeness

Music Scores, Standard - $3.00 up-charge per volume

Note: Should be up to and including 12" inches in height and 1" inch thick,

hand sewn through the fold (includes 1 line of type).

Newspapers - $3.00 up-charge per volume
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Item Material/Description Target QtyUM Unit Price Amount______________________________________________________________________________
Note: For most applications will be approximately 23" x 14"

Additional charges

Miscellaneous

Extra height over 14" - $2.30 per volume

Extra thickness over 3" - $2.30 per volume

Additional lines of print over 7 - 0.35 per line

Security Strips, bindery or library specified - 0.30 per volume

Panel Lines - $2.50 per volume

Paper Pockets - $2.50 per line

Cloth Pockets - $4.90 per volume

Media Pockets - $7.25 per volume

Box and Bind Level 1 - $3.50 per volume

Quarterly hour charge for the following items:

Hand opening - $8.75

Card ad removal - $8.75

Excessive mending - $8.75

Excessive Staples - $8.75

Refolding material - $8.75

Excessive hand trimming - $8.75

Hand Sewn - $8.75

Paper jogging - $8.75

Any other extra charges not listed above must be approved by the Office

of  State Procurement and the using entity.______________________________________________________________________________

Estimated Net Value 50,000.00 

COOPERATIVE PURCHASING PROGRAM PARTICIPATION: Arkansas' Purchasing Law provides that local public
procurement units (counties, municipalities, school districts, certain nonprofit corporations, etc.) may participate in
state purchasing contracts.  The contractor(s) therefore agree(s) to sell to Cooperative Purchasing Program
participants at the option of the program participants.  Unless otherwise stated, all standard and special terms and
conditions listed within the contract must be equally applied to such participants.

AWARD FORMAT: Any statement in this document that contains the word "will", "must" or "shall" means that
compliance with the intent of the statement is mandatory.

PAYMENT AND INVOICE PROVISIONS: All invoices shall be forwarded to the:

Individual agencies as specified on each individual order.

Payment will be made in accordance with applicable State of Arkansas accounting procedures upon acceptance by
the Agency.  The State may not be invoiced in advance of delivery and acceptance of any commodity.
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Payment will be made only after the contractor has successfully satisfied the ordering agency as to the goods and/or
services purchased.  Vendor should invoice each individual agency by an itemized list of charges.  Purchase Order
Number and/or Contract Number should be referenced on each invoice.

RECORD RETENTION: The Contractor shall be required to maintain all pertinent financial and accounting records
and evidence pertaining to the contract in accordance with generally accepted principles of accounting and other
procedures specified by the State of Arkansas.  Access will be granted upon request, to State or Federal
Government entities or any of their duly authorized representatives.

Financial and accounting records shall be made available, upon request, to the State of Arkansas' designee(s) at any
time during the contract period and any extension thereof, and for five (5) years from expiration date and final
payment on the contract or extension thereof.

PRIME CONTRACTOR RESPONSIBILITY: The vendor will be required to assume prime contractor responsibility for
the contract and will be the sole point of contact with regard to all commodities, services and support.

The contractor shall give OSP immediate notice, in writing, by certified mail of any action which, in the opinion of the
contractor, may result in litigation related in any way to the contract or the State.

CONTRACT INFORMATION:
1. The State of Arkansas may not contract with another party:
a. Upon default, to pay all sums to become due under a contract.
b. To pay damages, legal expenses or other costs and expenses of any party.
c. To conduct litigation in a place other than Pulaski County, Arkansas
d. To agree to any provision of a contract which, violates the laws or constitution of the State of Arkansas.

2. A party wishing to contract with the State of Arkansas should:
a. Remove any language from its contract which grants to it any remedies other than:
i. The right to possession.
ii.The right to accrued payments.
iii. The right to expenses of de-installation.
iv. The right to expenses of repair to return the equipment to normal working order, normal wear and tear excluded.
v. The right to recover only amounts due at the time of repossession and any unamortized nonrecurring cost as
allowed by Arkansas Law.
b. Include in its contract that the laws of the State of Arkansas govern the contract.
c. Acknowledge that contracts become effective when awarded by the State Procurement Official.

CONDITIONS OF CONTRACT: The vendor shall at all times observe and comply with federal and State laws, local
laws, ordinances, orders, and regulations existing at the time of or enacted subsequent to the execution of this
contract which in any manner affect the completion of the work.  The vendor shall indemnify and save harmless the
agency and all its officers, representatives, agents, and employees against any claim or liability arising from or based
upon the violation of any such law, ordinance, regulation, order or decree by an employee, representative, or
subcontractor of the vendor.
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STATEMENT OF LIABILITY: The State will demonstrate reasonable care but shall not be liable in the event of loss,
destruction, or theft of contractor-owned items to be delivered or to be used in the installation of deliverables.  The
vendor is required to retain total liability until the deliverables have been accepted by the "authorized agency official."
At no time will the State be responsible for or accept liability for any vendor-owned items.

AWARD RESPONSIBILITY: The State Procurement Official will be responsible for award and administration of any
resulting contract.

DELEGATION AND/OR ASSIGNMENT: The vendor shall not assign the contract in whole or in part or any payment
arising there from without the prior written consent of the State Procurement Official.  The vendor shall not delegate
any duties under this contract to a subcontractor unless the State Procurement Official has given written consent to
the delegation.

COST: All charges must include all associated cost for the goods being delivered.

PRICE CHANGE CLAUSE: All prices will remain firm for the first term of the contract.  In the event of an industry
wide price increase, the contractor may request a price adjustment at the time of the contract extension request,
provided the contractor submits documentation from the manufacturer certifying/justifying the increased cost.  After
receipt of required documentation and in the event a price change is authorized thereafter, said prices will remain
firm for any period agreed upon for extension.

In the event of a general price decrease, the State shall be guaranteed full benefit of the price reduction for all
undelivered purchase orders on the effective date of the decrease and thereafter.

DELIVERY ADDRESS: As specified on ordering agencies purchase order.

REGULAR DELIVERY: FOB DESTINATION, NORMAL DELIVERY
The agency requests delivery of non-rush materials bound and returned to the agency within twenty-one (21) working
days from the date the shipment is picked up by the vendor.

RUSH DELIVERY: FOB DESTINATION, NORMAL DELIVERY
The agency requests delivery of rush materials bound and returned to the agency within ten (10) working days from
the date the shipment is picked up by the vendor.

"Working days" shall be defined as Monday through Friday of each week exclusive of all official State Holidays.

All deliveries must be made during normal state work hours and within the agreed upon number of days unless
otherwise arranged and coordinated with the agency.

Vendor must provide a truck and driver for pick up and/or deliveries.

The vendor shall give the agency immediate notice of any anticipated delays or plant shutdowns that will affect the
delivery requirement.  If the truck is to be delayed more than eight (8) hours, the bindery supervisor in each of the
Libraries shall be notified by telephone.

Vendor shall assume all responsibility for loss or damage to materials that occur during shipping to and from the
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bindery. All orders should be properly packaged to prevent damage during shipping.

All transportation expenses for delivery of the finished product as well as all required proofs will be the responsibility
of the contractor.  The time the proof is out of the vendors hands for agency approval will not count against
production time.

Definition - Normal Delivery:  Unit prices quoted include, at no additional charge, the contractor providing "Normal
delivery" service.  "Normal delivery" is defined in this contract as "Delivery to a building with an accessible dock to
one specific room or area by use of material handling equipment without breaking shipping carton to hand truck
deliver each carton."

DELIVERY WARRANTY: Late deliveries may be subject to liquated damages of one (1%) percent of the total
invoices amount for each working day over the contract specified delivery time that shipments are late whenever
books are withheld from a return shipment for reason of further work, or any other reason, the return consignment
should have documentation with it explaining what books are withheld and reason for such action.

CANCELLATION: In the event the State no longer needs the service or commodity specified in the contract or
purchase order due to program changes, changes in laws, rules, or regulations, relocation of offices, or lack of
appropriated funding, the State may cancel the contract or purchase order by giving the contractor written notice of
such cancellation 30 days prior to the date of cancellation.

SECTION 2 - SPECIFIC REQUIREMENTS

VENDOR REQUIREMENTS:
1.  Shipping Supplies - Vendor shall furnish shipping cartons, sealing tape and address label as required by the
libraries. Shipping cartons shall be constructed of double walled corrugated materials.

2.  Transportation - Vendor must provide truck and driver for pick-up and/or deliveries.  Vendor shall minimize
internal transportation of library material to be bound including conservation and special handling items.

3.  Authorized Designated Appointee - Vendor or authorized representative will be required to pick up and deliver
items through-out the State of Arkansas.

4.  Meetings and/or Teleconference calls - Bindery personnel must be available for scheduled meetings and/or
teleconference calls with library staffing from Colleges and Universities including other governmental entities over the
course of the contract to discuss their needs for binding and rebinding materials and to make sure that all the binding
and rebinding requirements are being met by the vendor.  Representative of the bindery shall be thoroughly familiar
with the terms of this contract and shall have an in-depth knowledge of the technical aspects of library binding and
the operations of the bindery she/he represents as well as an understanding of the relationship between library and
the preservation of the library materials. Other specialist such as automation specialist in particular, must be
available for consultation when requested.

5.  On-site facility inspections by agency - Vendor's total facilities shall be open for inspection by Office of State
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Procurement personnel and the librarians from Colleges and Universities including other governmental agency
authorized representative.

6.  Confidential Form - A confidentiality form will be sent to the vendor prior to the award.  The form must be signed
and returned to the Office of State Procurement before issuing the contract.  Vendor shall treat all information, and in
particular, information relating to recipients and providers, which is obtained by it through its performance under the
contract as confidential information to the extent that confidential treatment is provided under State and Federal Law,
and shall not use any information so obtained in any manner except as necessary for the proper discharge of its
obligations and securing of its right hereunder.

7.  Special Binding Instructions - Vendor shall follow special binding instructions, whether transmitted via binding
tickets or the automated system unless; in their judgment the request is impossible or inadvisable.  In such cases,
the vendor will contact the agencies for further instructions and clarification concerning individual volumes.

STANDARD FOR LIBRARY BINDING: The ANSI/NISO/LBI Library Binding Standard, Z39.78-2000 (R2010) is herein
made the foundation of this contract (henceforth cited as NISO/LBI Standard).  Should a later edition of the NISO/LBI
Standard or appropriate specifications be released during the period covered by this contract, said
standards/specifications shall be adopted as the minimum standards with the consent of all libraries.

All library binding, pre-binding, rebinding and lettering shall meet or exceed the minimum standards established in the
NISO/LBI Standard.

The contractor shall provide all binding materials to meet the specific requirements of the NISO/LBI Standard.

ANSI stands for the American National Standards Institute.
NISO stands for the National Information Standards Organization.
LBI stands for the Library Binding Institute.

SUMMARY REPORTS: The contractor is required to submit Semi-Annual reports reflecting usage activity.

This report is due the fifteenth (15th) of the month following the semi-annual activity.  The minimum information the
report shall contain:  Name of entity, contract number, item number, quantity ordered and total cost per line item.
Information shall be provided for both state agencies and Cooperatives.  Information for state agencies and
Cooperatives may be submitted on one report; however information shall be shown separately.  OSP will work with
the contractor to determine an acceptable format for reporting.  The State of Arkansas reserves the right to require
reporting by individual agency.

Failure to provide this information on time may be grounds for exclusion from participation in the next contract due to
a non-responsive bidder.  Reports may be mailed, faxed or e-mailed.

ORDERING AGENCY REQUIREMENTS: Agency necessary information - Agencies will provide necessary
information in order for the Contractor to start the binding job as requested.

Meetings and/or Teleconference calls - Agency will facilitate one-on-one meeting or tele-conference calls when
needing to discuss problems that may occur.
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Inspection of work performed - The State of Arkansas, or their authorized representative shall, at all reasonable
times, have the right to enter into contractor's premises, or such other places where duties under the contract are
being performed, to inspect, monitor, or otherwise evaluate the quality, appropriateness, and timeliness of work being
performed.  The vendor and all subcontractors must provide access to all reasonable facilities and provide
assistance, if deemed necessary by the requesting agency/authorized representative.  All inspections and
evaluations shall be performed in such manner as will not unduly delay work.

ORDERING PROCEDURE: All orders placed against this contract shall be in the form of an agency issued purchase
order on an as-required basis.

PACKAGING: Material returned to the libraries must be grouped in the manner desired by each library, and cartons
containing rusty materials must be clearly marked.

Vendor will provide a final shipment list of volumes received and bound with each shipment when returned to the
requesting library.  Materials returned to the libraries shall be packed in cartons with shipment/lot number, category
of contents, and specific destination numbers and the corresponding code number with the bindery.

SECTION 3 - ITEM SPECIFICATIONS

BINDING AND REBINDING MATERIALS

ERRORS: Vendor's binding procedures and methods, including assembly and inspection, should produce error-free
work.  For this reason an error rate of not more than two (2%) percent is established per shipment.  An excessive
error rate may result in cancellation of the contract.

Vendor shall at no additional cost to the state, correct all correctable errors that are the responsibility of the binder
and pay to replace items rendered unserviceable through non-correctable binding errors.  All binding returned to the
binder for corrections shall be treated as rush material and returned to the agencies within the time schedule agreed
upon in the contract resulting from this bid process.

All errors, except collation errors, which require disassembly of a volume, are to be corrected without tearing down
the text block and/or re-trimming it, unless specifically authorized by the agency.  In all cases, only those techniques,
which cause minimum damage, are to be performed.

REPLACEMENT OF LOST OR DAMAGED ITEMS: For any volume damaged in whole or in part by the bindery,
which must be replaced, the bindery shall send the damaged item to appropriate library, notifying the agencies of the
damage that has occurred.  The appropriate agency will then obtain an exact replacement, if possible and notify the
vendor, the replacement costs plus a processing fee of $30.00 per volume.

When an exact replacement is not available, the agencies reserve the option of replacing the damaged volume with a
preservation quality photocopy replacement.

All cost related to obtaining a preservation quality photocopy replacement will be paid for by the vendor.

The vendor shall reimburse the agencies in full for damage to any volume or the fair market value of the item, if the
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agency cannot or chooses not to replace a damaged item.

The agencies shall not be charged binding cost by the vendor for volumes that are damaged in the binding process.

Replacement of a lost item must be made within ninety (90) days from the date the item is declared missing.

In the event that a damaged or destroyed item cannot be replaced, the agencies reserve the right to secure at the
vendor's expense, an independent appraisal of the damaged to losses sustained.  The vendor shall reimburse the
agencies in full for damage or full market value of the item.

Decisions on the need for replacement of damaged items reside with the agencies.

CONSERVATION FACILITIES: The agencies requests that the bindery have a conservation facility within its
immediate confines staffed with conservation and/or conservation technicians.  The facility should utilize
conservational sound archival materials that are non-damaging to the treated item and are completely reversible.
The facility must be able to provide the following treatment:

1. Aqueous and non-aqueous de-acidification

2. Mylar encapsulation using a Ninter Ultrasonic welder

3. Post binding of encapsulated volumes

4. Full leather bindings

5. Restoration of original bindings, when possible

6. Creation of new bindings to match, when possible; original volume sets.

AUTOMATED SYSTEM SPECIFICATIONS: The vendor should provide the agencies with computer-based, bindery
preparation and record keeping software, at no additional cost.  The vendor should be able to demonstrate that their
automated system will meet or exceed the general requirements outlined.

Vendor will fully support the automated system with all supplies, software and upgrades at vendor's expense.

The vendor supplied software should have the following capabilities:

1. Enable each agency and the vendor access, and maintain a common database of binding records.

2. Enable the agencies to search for desired records by title, author, call number, or assigned title identification
codes.

3. Incorporate all updates made to a record by the agencies immediately into the database.

4. Allow the agencies to build binding shipments based on binding type (e.g. periodical binding, monographs,
economy binding, rush material, etc.).
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5. Accumulate shipment records in a file where they will be accessible for maintenance while the shipment is being
built.

6. Provide a searchable field in which the libraries can assign a code to each title identifying which library branch the
title comes from.

7. Provide full record keeping capability for volumes shipped to the vendor.

8. Provide for the communication of information via telephonic transmission, electronic FTP, and/or by flash drive.

9. Prepare records for all items sent for binding from which binding tickets can be produced.

10. Display spine view as binding slips are prepared for printing.

11. Maintain all serial binding records in a searchable database that can be used by the agencies in preparing future
binding shipments.

12. Allow for new titles to be added and existing records to be updated or deleted as needed.

13. Allow the libraries to run a search and print reports based on assigned codes.

14. Record a shipment when it is sent to the bindery and when it returns.

15. Run on a Windows based network and allowing a shipment to be built from multiple sites.

16. Move quickly from searching the database for a record to using the found record in preparing a binding ticket for
a shipment.

17. Eventually develop interfacing with, other automated library systems following the ANSI/NISO/LBI Z39.78-2000
(R2010) standard entitled "Library Binding"

The database records should include:

1. Spine title lettering

2. Lettering, size and alignment

3. Color of cloth

4. Local call number and location

5. Trimming instructions and continuous binding instructions

The database should include two (2) kinds of stored note fields:

1. To allow the agencies to transmit specific binding instructions to the binder for individual titles.
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2. To allow the agencies to record notes only for internal agency use that will not transmit to the binder with the
rest of the record.

The vendor should cooperate with the libraries in their efforts to interface the contractor's software package with the
automated systems used by each individual library.  Bindery should maintain a three (3) year binding history for each
item in the database which displays the exact configuration of the variable spine date, and when the title was last
bound.  The libraries should be notified before deletions can be made from this file, and should be furnished with a
paper copy of all records deleted.  The reporting capability to enable the printing of shipment lists, lists of updated
records, and individual records.  Reports should include full title, variable, and call number information, plus the total
number of items in the shipment.  The vendor will provide statistical data on the number of volumes in each
shipment.

The master file of the binding database, in its most current form, is the property of the libraries.  Upon written request,
the contractor should provide, at no charge, one complete master file tape, tape layout, and any necessary
programming instructions for its use in the libraries.  Where permissible, all record transmission from the libraries to
the vendor and vendor to the libraries shall be via-direct telecommunications and shall be the responsibility of the
vendor, except for cases where a University should be responsible for installation of local telephone link for the
library.

Vendor should provide a final shipment list of volumes received and bound with each shipment when it returns to the
requesting library.  When requested by the library, the contractor shall provide at no extra cost, a complete bound
listing of all titles and records in the library's database.  The list should contain spine title, cloth and foil colors,
finished height, call number, and any other information available on the database.

The vendor is responsible for initial orientation and training of library staff in the operation of any vendor supplied
equipment and for the initial orientation and training of library staff in the use of new, updated or enhanced programs
and/or equipment.  The libraries are responsible for the orientation of new staff in the use and operation of the
binding preparation software.

The vendor should have available on call, during normal business hours, a programmer, or other similar system
resourced person, to answer questions and to work with library operators when the system malfunctions or when
operators experience difficulties.

If necessary, the vendor shall provide timely on-site support to restore the system to normal operating condition.
Using the libraries existing binding databases, the vendor shall have their computerized system full operational and in
place within thirty (30) calendar days after receipt of contract award.

SPECIFICATIONS FOR STANDARD BINDING

GRAPHS, PERIODICALS AND NEWSPAPERS: The libraries reserve the right to specify binding styles and methods
of treatment for any and all items.  The binder, without prior consent of the libraries shall not change this decision.

Monographs: For the purpose of this contract, a monograph is defined as one piece printed material submitted for
binding or rebinding as a single unit without reference to another unit, or with no demand placed on the binder to
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match the unit to another.  Although some items in this category may be bibliographically classed as serials or may
be part of a set, the libraries assume responsibility for uniformity of cloth color and cover stamping.

Periodicals: For the purpose of this contract, a periodical publication is defined as a single piece of printed material
bound separately or a series of two (2) or more serially numbered graphic units bound together, for which the cloth
color must be selected, and the cover stamped with information so as to match other publications in the same set or
series. The vendor assumes responsibility for this uniformity, based on information initially supplied by the libraries
and any subsequent changes made by the libraries.

Newspapers: For the purpose of this contract, a newspaper is defined as a periodical publication printed on
newsprint or offset sheet and is generally produced without staples or sewing to join pages of signatures.  As with
periodicals, the cloth color must be selected and the cover stamped with information so as to match other
publications in the series.  The vendor assumes responsibility for this uniformity based on information initially
supplied by the libraries and any subsequent changes made by the libraries.

EXAMINATION AND COLLATIONS: All volumes shall be examined by the vendor to detect damaged leaves and
peculiarities of paper or construction, which might make first time binding or rebinding inadvisable.  Those volumes
which the vendor determines to be non-binding should be returned, unbound to the library with an explanation.

Monographs, periodicals and newspapers shall be sent by the libraries for the vendor to assemble for binding in
sequence.  For periodicals and newspapers, the order of assemble will be title page, table of contents, text in order
as issued by the publisher, and index.  Supplements, appendices, etc will be arranged by the libraries in the order
indicated by the publisher.  The libraries will be responsible for the correct arrangement of the material.

For periodicals and newspapers, covers, advertisements and similar materials shall be retained in place.  If a library
agency agrees, the vendor may, at their discretion, trim the periodicals, monographs, and newspapers which have
adequate outside margins in accordance with the latest LBI standard on trimming specifications.

HINGING: The vendor shall, with approval of the library, hinge with strips of alkaline paper or cloth of an appropriate
weight, all double leaves, maps and inserts in order to preserve printed matter which would otherwise be destroyed
by trimming, sewing and/or double fan adhesive binding along the spine edge.  All hinges will be at least 3/4 inch in
width to insure that hinged material will extend far enough from the gutter of the binding to allow easy access to the
information.  If a volume requires excessive binding, ten or more hinges, the vendor shall notify the library before
beginning the work to gain approval for the extra cost.

MENDING: Paper tears shall be mended using strong, alkaline Japanese paper and archival quality wheat starch
paste adhesive or archival quality heat-set tissue or archival quality paper-based pressure-sensitive tape.

All adhesives, papers and other materials used for mending must be approved by the libraries.

The libraries shall have the option of establishing a non-mend policy, in which case tears shall not be mended at the
bindery, but shall be brought to the attention of the libraries by some simple means (e.g., flagging).

When a non-mend policy is in effect, items which cannot be bound before paper repairs are made shall be returned
to the libraries unbound.

SPINE TRIMMING: Rounded and backed text blocks which must be rebound and for which it is not possible to
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preserve the original sewing structure, shall have the cover removed and the old rounding and backing taken out by
nipping the text block in a press or the text block shall be divided into small gatherings of sections before the spine
edge is trimmed or milled.

For text blocks which must have the spine edge trimmed or milled away in preparation for over sewing or double fan
adhesive binding, as little as possible (and not more than 1/8 inch) of the spine shall be removed in order to preserve
as much inner margin as possible.  Material that must be trimmed or milled prior to being placed in a Mekatronics
Ultra bind machine for double fan adhesive binding must not be milled a second time in the Ultra bind machine.

Very bulky serial issues which are saddle-stitched and which cannot be sewn through the fold (e.g., when they must
be bound together with non-saddle-stitched issues) shall be prepared for adhesive binding or over sewing by slitting
through the fold rather than by trimming or milling.

The vendor shall put all staples, sewing from side stapled or side stitched text blocks to provide an inner margin of
maximum width.  No text blocks shall have staples removed by trimming or milling.  The vendor shall remove all
staples from all saddle-stitched issues prior to being sewn through the fold.

LEAF ATTACHMENT:

Sewing through the fold: This method shall be used for the following materials:  all periodicals issued in single,
saddle-stitched signatures, newspapers and monographs which can be bound in no other way without destroying
printed matter in the inner margin and which have special value.

Preparation of monographs for hand sewing through the fold shall not include the sewing of slots on the spine edge
of the signatures.

Extremely thick or heavy text blocks and those requiring hand sewing, shall be sewn on the highest quality linen or
cotton tapes of suitable width, spaced no more than 2 inches apart.

Double fan adhesive binding: This method shall be used for the following materials:  Monographs and periodicals
which are not suitable for sewing through the fold, are less than 2 inches thick (monographs), are less than 2-1/2
inches thick (periodicals) and are not printed on glossy, stiff or other types of paper unsuitable for this process.

The spine edge of the text block shall be milled or trimmed no more than 1/8 inch, fanned out, glued up, then fanned
out in the opposite direction and re-glued so that the adhesive slightly penetrates the inner margin of each page of
the volume.

Over sewing: This method shall be used for the following materials:  monographs and periodicals printed on sturdy,
flexible paper with an inner margin of at least 5/8 inch, for which sew through the fold or adhesive leaf attachment is
not suitable for the process.

Items to be over sewn shall be divided into uniform sections not to exceed 0.0055 inch in thickness, except for those
printed on flexible, pulpy paper which may be sewn in thicker sections, but not to exceed 0.065 inch.

Sewing shall not be closer than 3/8 inch to the head and tail of the text book.

No more than 1/8 inch shall be milled or trimmed off the spine.
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Volumes with narrow inner margins, 3/8 inch or less, adhesive bound using the double fan method.

Where a volume consists of a mixture of folded signature issues (saddle-stitched) and square back issues the
saddle-stitched issues shall be slit with a knife by hand or machine instead of being sanded or cut off in preparation
for sewing.  The square back issues shall have no more than 1/8 inch of material removed from the spine in
preparation for sewing.

SPINE SHAPE/TREATMENT: All text blocks, except for economy bound materials, shall be rounded and backed to
conform to the most current ANSI/NISO/LBI Z39.78-2000 (R2010) Standard.

The libraries reserve the right to identify selected volumes or certain classes of material which shall be rounded and
backed.

BACK LINING: Backs shall be lined to conform to the current ANSI/NISO/LBI Z39.78-2000 (R2010) Standard.

CASE MAKING: Making the case shall be done to conform to the current ANSI/NISO/LBI Z39.78-2000 (R2010)
Standard.

LETTERING: Type size and style
All lettering shall be in 18 point type, except for volumes thinner than 1 inch, which may be lettered in 14 point or 10
point type (libraries choice) when requested.

Characters must be available in both upper and lower cases for use as appropriate in call numbers.

Lettering for periodicals and newspapers shall be consistent in style and placement.

Placement of call numbers: The order of priority for placement of call numbers on the covers of classified volumes is:

1. In horizontal lines on the spine, and

2. When volumes are too thin; in vertical lines on the spine

Placement of author title information: Except for thesis, the order of priority for placement of author/title information
on the covers of volumes is:

1. In horizontal lines on the spine, and in

2. Vertical lines running down the spine

CASING-IN: Volumes shall be cased-in to conform to the current ANSI/NISO/LBI Z39.78-2000 (R2010) Standard.

The square, which projects around the head, fore-edge, and tail of the text block, shall be proportionate to the size
and weight of the text block.

If requested by the libraries, thick or heavy text blocks shall be cased-in flush to bottom, to prevent the text block
from sagging out of its case.
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BINDING SLIPS: Vendor shall return bound volumes with a copy of the binding ticket printed from the records
transmitted by the libraries.  This ticket will be affixed to the front fly leaf of each volume.

During the binding process, binding slips shall be attached to the text block in a non-damaging fashion.  They must
be easily removable, and writing must not be allowed to bleed through onto the paper in the volume.

POCKETS FOR SUPPLEMENTARY MATERIALS: Pockets shall be made of alkaline paper, Tyvek, tear resistant
fabric or fabric and board, depending on the bulk and weight of the materials they are designed to protect.

The libraries shall indicate the need for pocket(s) by flagging these materials, or by written instructions on the binding
ticket.

INSPECTION: All bound volumes shall be carefully and critically inspected for defects in all aspects of construction
and lettering, and if necessary, shall be wiped clean before packing.

PROTECTIVE COATING FOR CUSTOM BINDING: Unless specified by the libraries, no books shall be sprayed or
treated with a protective material over their lettered backs.

SPECIFICATION FOR CUSTOM BINDING

PERIODICALS: The vendor shall be responsible for collating the issues of each volume and checking for
completeness before binding.  Collation shall include custom placement of the title page, table of contents, index,
supplement and other inserts.

As specified by the library, covers and non-paginated advertisement cards shall also be removed.

The libraries recognize that some materials may need to be sent for custom binding in order to receive the special
treatment the volumes require.  They also recognize that different vendors use different terminology; therefore,
bidders are expected to provide their specifications for custom, standard, economy periodical and monograph
binding.

SPECIFICATIONS FOR RE-CASING

RE-CASING : When possible, the vendor will "re-case" previously bound volumes to preserve the original sewing
structure of the volume.  This includes both previously bound periodicals and monographs.

SPECIFICATIONS FOR THESIS

THESIS: All materials used for binding thesis shall conform to the "Specifications for Materials" in the latest edition of
the ANSI/NISO/LBI Z39.78-2000 (R2011) Standard.

The libraries must have a choice of color on "buckram and foil", but may establish a single standard for all volumes of
this class.
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Method of leaf attachment for thesis shall be over sewing or double-fan adhesive as specified by the individual library
or if the library agrees at the discretion of the vendor.

Back-lining, case-making, lettering, casing-in, binding slips, pockets, stubbing, trimming and inspection shall all
conform to the specifications in the "Specifications for Binding Standards, Monographs, Periodicals and
Newspapers."

The vendor shall bind personal copies of thesis for students, or other university units, at the contract rate plus
shipping and handling costs incurred in returning the bound volume(s) to the student explaining how to process a
thesis for binding.

NOTE:
1. Stamped on spine only.

PRODUCTION MATERIALS: Contractor is required to inspect and make a determination as to the usability of all
agency provided production materials.  Problems encountered with materials must be reported immediately to the
agency and the Office of State Procurement.  If the contractor fails to comply with this requirement, the State may
disallow, as a valid reason for failing to meet the required delivery schedule, any claim involving agency provided
production materials.

GENERAL INFORMATION

MISCELLANEOUS CHARGES/ALLOWANCES:  Prior to any work being performed under this contract that will result
in additional costs, written authorization must be obtained from the Office of State Procurement.  Any other costs
incurred in production and not provided for in these instructions and specifications may be invoiced at the "fair market
price" as established by the Office of State Procurement.  These costs may include, but are not limited to, halftones,
author's alterations, extra composition, overruns, or any other unforeseen costs.

SAMPLES: Not required.

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.
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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.

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
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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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