STATE OF NEW YORK
JUDICIARY
—REQUEST FOR BID—

(This is not an order)
BID MUST BE MADE ON THIS SHEET
OR AS OTHERWISE SPECIFIED

Bid Number:
OCA/CPA - 325

Commodity Group:

Opening Date: 06/06/07
Time: 11:00 A.M.
Date Initiated: 01/11/07

Commodity Name:
2008 BOUND BOOKS

NYS OFFICE OF COURT ADMINISTRATION
CONTRACT & PROCUREMENT ADMINISTRATION
42 KARNER ROAD
ALBANY, NY 12205

(Agency Name and Address)

Direct Inquiries to: BETTY FALTERMEIER

Telephone No.:  (518) 285-5011

Price to include delivery to (describe exact location and method
of delivery)

PER ATTACHED SPECIFICATIONS

OFFICE OF GENERAL SERVICES “GENERAL SPECIFICATIONS” (JANUARY 2004) ARE FULLY INCORPORATED HEREIN.

Agency'’s Specification of item(s) Required
(include quantities)

UCS ATTACHMENT I, ATTACHMENT Ilil, AND ATTACHMENT IV
ARE ATTACHED & INCORPORATED HEREIN.

ESTIMATED QUANTITY TERM CONTRACT TO PROVIDE
SPECIALLY MANUFACTURED BOOKS FOR JUDICIAL
OPERATIONS.

Bidder’s Quotation and Specific Description
of Item Offered

ALL BID RESPONSES MUST BE ENTERED ON THE
PRESCRIBED BID RESPONSE FORMS UNLESS OTHERWISE
SPECIFIED HEREIN.

NOTICE TO BIDDERS

Pursuant to the Rules and Regulations of the Chief Administrator
for the Courts, sealed bids for furnishing the item(s) in this Request
for Bid will be received at the above address. When submitting a
bid, you must:

1. Complete this form in its entirety using ink or typewriter and
return with all other documents.

2. Explain any deviations or qualifications if your bid deviates from
the specifications. If necessary, attach a separate sheet setting
forth such explanations.

3. Sign the bid. The bid must be completed in the name of the
bidder (corporate or other) and must be fully and properly executed
by an authorized person.

4. INDICATE THE BID NUMBER, THE BID OPENING DATE AND
TIME ON THE ENVELOPE CONTAINING THE SEALED BID.

5. Mail the bid to the above agency address in sufficient time for it
to be received before the specified bid opening. LATE BIDS WILL
BE REJECTED.

BIDDER HEREBY CERTIFIES THAT THE ABOVE QUOTED (OR OTHERWISE NOTED) PRICES ARE APPLICABLE TO ALL CUSTOMERS

FOR COMPARABLE QUANTITIES, QUALITY, STYLES OR SERVICES.

BIDS MUST BE SIGNED

Bidder's Firm Name:

Employer’s Federal Identification Number

Address
Street City

State Zip

Bidder’s Signature

Official Title

Printed or Typed Copy of Signature

Area Code/Telephone Number
email address:

rfb1.frm 7/99



RFB#: OCA/CPA-325 BID OPENING: 06/06/07
2008 BOUND BOOKS 11:00 A.M.

GENERAL SPECIFICATIONS

NOTE: In addition to such other requirements as may be referenced or incorporated herein, the NYS
Unified Court System’s Standard Request for Bid Proposal (RFB/RFP) Clauses, Attachment |,
Attachment Il and Attachment |V are attached hereto and fully incorporated herein. Attachments
must be completed with original ink signatures.

ONLINE REF/RFP PACKAGE DISCLAIMER:

Bidders accessing any UCS/OCA solicitations and related documents from the NYS UCS website
http://www.nycourts.gov/admin/bids shall remain solely and wholly responsible for reviewing the
respective solicitation and bid documents on the internet regularly, up to the scheduled date and time
of the bid/proposal due date, to ensure their knowledge of any amendments, addenda, modifications
or other information affecting the solicitation or bid documents in question.

SUBMISSION OF BID DOCUMENTS:

Bidders may not submit their bid/proposal responses online.

All documents must be submitted in English and shall be quoted in United States currency. Please pay
careful attention to “Bid Instructions - General Requirements” on the “Bid Instructions” page of the
Procurement & Contract Opportunities site.

All bids must be submitted in a sealed envelope, package or carton and marked in large block letters
on (2) sides:

“DELIVER IMMEDIATELY TO BETTY FALTERMEIER - SEALED BID”. Thee lower left corner must
be marked:

“BID - DO NOT OPEN
OCA-CPA-325
DUE DATE: JUNE 6, 2007
TIME: 11:00 AM”

Failure to do so may result in rejection of bid.

Submit your clearly marked bid/proposal no later than June 6, 2007 at 11:00 a.m. to:

Betty Faltermeier
Senior Court Analyst
NYS Office of Court Administration
Contract Administration
42 Karner Road
Albany, NY 12205
Fax: (518)-869-4735
email: bfalterm@courts.state.ny.us



http://www.nycourts.gov/admin/bids
mailto:bfalterm@courts.state.ny.us

Failure to seal and mark the bid/proposal as prescribed may result in non-delivery and/or rejection
of the bid/proposal. Please not that bids/proposals must be received by the above named OCA
designated person by Wednesday, June 6, 2007 on or before 11:00 a.m. or the bid will be declared
a late bid and may be disqualified. It is recommended that bidders allow several extra days for
shipping in order to meet the deadline.

All times indicated are E.S.T. or E.D.S.T. (Eastern standard Time or Eastern daylight Savings Time)

QUESTIONS:

All questions must be addressed in writing only, by email, mail or fax only to:

Betty Faltermeier
Senior Court Analyst
NYS Office of Court Administration
Contract Administration
42 Karner Road
Albany, NY 12205
Fax: (518)-869-4735
email: bfalterm@courts.state.ny.us

The deadline to submit questions is May 29, 2007 at 3:30 p.m. No questions will be entertained after
this deadline. All questions will be answered in writing. Contact by any prospective bidder, or any
representative thereof, with any other personnel of the UCS/OCA in connection with this RFB/RFP may
violate the Procurement Lobbying Act of 2005 (see Attachment V), will jeopardize the respective
bidder’s standing and may cause rejection of its proposal.

TERMINATION:

In the event of the termination of the contract, the UCS shall be obligated for orders placed up
to and including the effective date of termination. Early termination of the contract for cause may
result in, among other consequences, including but not limited to all remedies available at law
to UCS and New York State, the awarded contractor both being declared non-responsible by the
UCS/OCA, pursuant to the UCS and the Office of the State Comptroller’s guidelines on vendor
responsibility and in the contractor's removal from the UCS/OCA’s bidders list for future
solicitations.

INDEPENDENT CONTRACTOR STATUS:

It is expressly understood and agreed that the awarded contractor’s status shall be that of any
independent provider of services and that no officer, employee, servant or subcontractor of the
contractor is an employee of the UCS, OCA or State of New York.

PURPOSE AND SCOPE:

The New York State Office of Court Administration, Contract Administration Unit (OCA/CPA) is
soliciting sealed bids for the purpose of establishing one or more estimated quantity term
contracts covering the procurement of specially manufactured bound books for courts and
agencies of the Unified Court System.



mailto:bfalterm@courts.state.ny.us

METHOD OF AWARD:

Award(s) will be made to the lowest responsible bidder for each individual item (book)
designation. Lowest cost will be determined by the unit price multiplied by the number of
anticipated orders per book. Analysis of bids received shall include, but not be limited to:
compliance with the specifications herein, bidder’s performance history, availability of the
product, experience with comparable awards/contracts, financial stability, cost factors and other
criteria necessary and reasonable to establish bidder reliability.

PRICE:

All prices are to be net F.O.B. destination and include full inside delivery to the exact location
indicated on the purchase order. In the event of a bidder miscalculation, unit prices will prevail.

PURCHASE ORDERS:

Under no curcumstances are awarded vendors to perform any work prior to the receipt of a
purchase order. Also, vendors must notify ordering court/agency within sever (7) days of receipt
of order.

TERM OF AWARD:

September 1, 2007 - August 31, 2008
REORDERS:

Courts and offices shall have the right to place additional order(s) during the term of awards for
any item/book previously produced and delivered on/before December 4, 2007.

COMPLIANCE WITH LAWS:

Contractors shall be compliant with all applicable Federal, State and Local laws, rules and
regulations.

LIABILITY - PERSONAL INJURY:

Awarded contractor shall hold harmless the State of New York, the Unified Court System and the
Office of Court Administration with respect to any injuries sustained by contractor’'s employees,
agents, subcontractors, etc. during the contract period.

BIDDER’S/CONTRACTOR’S FACILITY:

For purposes of evaluation bidder’s facilities shall be available for inspection. Subsequent to the
award Contractor’s facilities shall be made available for periodic inspection upon request.

DELIVERY SCHEDULE:

(A) Delivery of all orders must be completed by December 4, 2007.



IMPORTANT: Late deliveries will be handled as follows: One percent (1%) per business day of the total
dollar amount due may be deducted from vendor(s) invoice for every business day the delivery is late.

(B) Contractor will pack for delivery all books called for under the contract in such quantities as
will assure convenient handling and safe stacking in good condition in the particular court or
County Clerk’s office. All packages must be wrapped in strong kraft papers at least 24" x 35" -
64 Ib. (480 sheets to the ream) and sealed with 2" gummed tape. Packages must be marked
with the name of the appropriate court or County Clerk’s Office, Purchase Order or voucher and
item numbers as show on the order and delivered in good condition. Each items must be packed
separately. Delivery packages shall not weigh over 70 Ibs.

(C) The contractor must return the stock specification with the delivery, if furnished to the
contractor at this time the order is placed, together with one (1) sample leaf showing all rulings
and headings. In case of any change in specifications from the stock specification sheet, such
change must be specifically noted on the sample leaf.

(D) The contractor agrees to give delivery preference to such items as the Office of Court
Administration may direct in writing.

SAMPLES:

Sample pages of each item to be bid may be inspected by appointment at the Office of Court
Administration, Contract Administration, 42 Karner Road, Albany, NY 12205. Please call (518)
869-4732 for an appointment. Bidders are responsible for inspecting the samples and
contacting specific courts for clarification of requirements. (Also see below under “Bid
Forms”). Prospective bidders will be allowed sufficient time for inspection of the samples.
However, no samples will be provided prior to, or subsequent to, the award9s) except as noted.

BID FORMS:

The requirement/bid forms included in this package which describe each item are also the Bid
Forms and must be completed by the vendor. Vendor’s name, original ink signature, unit cost
and item total cost must appear on each form. If the information provided on the requirement/bid
form is not sufficient to submit a firm, responsible bid, it is the bidder’s responsibility to inspect
the sample pages and/or contact the specific court for clarification of any vague areas.

NOTE: Bid forms must be returned in the eXact numerical sequence and order received
by bidder. If specific books are not bid, “No Bid” must be entered under the “Unit Price”.
Also, bidders are responsible for submitting their original bid response (consisting of the
following: Bid Response Forms, RFB Form, and completed and executed required
Attachments and forms, together with THREE (3) complete copies of the aforementioned.
Failure to comply may result in rejection of bid!




All documents which require signatures must bear the original signature of the same authorized
individual and signatory notarizations mus be that of the person whose signature is affixed to the
required documents.

PLEASE NOTE: Original and copies of the bid documents, forms, brochures, etc. are not to be
submitted in a three-ring binder, or in any other bound fashion. Please submit the original and copies
bound only by rubber bands, clips or similar devices.

Complete the paperwork on the forms provided with this solicitation unless otherwise specified herein.

Do not retype or amend any portion of this solicitation. Failure to comply may result in
disqualification of bidder’s response.

PROOFS:

Successful bidder must check proofs with the appropriate court or County Clerk’s office before
proceeding with work.

CHANGES:

Under no circumstances should vendor(s) act on any verbal communications of ordering
court/agency with respect to purchase orders, samples or proofs. Any and all communication(s)
or changes are to be written. Vendor(s) assumes all risks in acting otherwise.

BILLING:

Billing shall be in a format agreed upon between the ordering court/agency and the vendor(s) but
in no instance shall it be contrary to any federal, state and/or local government regulations.

REFERENCES:

Bidders must provide three (3) references with personal knowledge for whom a similar type of
work has been done within the last two (2) years. Please include company/agency name,
complete address, contact name and telephone

SILENCE OF SPECIFICATIONS:

The apparent silence of the specifications contained as a part of this package as to any detail
or to the apparent omission of a detailed description concerning any point, shall be regarded as
meaning that only the best commercial practices are to prevail. All interpretations of these
specifications shall be made on the basis of this statement.

IMPLIED REQUIREMENTS:

Products and service that are not specifically requested in this RFB/RFP but which are necessary
to provide the functional capabilities proposed by the bidder, shalll be included in the offer,
except as specified herein.



INQUIRIES:
Please direct any inquiries, in writing, to:

Betty Faltermeier
Senior Court Analyst
NYS Office of Court Administration
Contract Administration
42 Karner Road
Albany, NY 12205
Fax: (518)-869-4735
email: bfalterm@courts.state.ny.us



2008 BOUND BOOKS 11:00 A.M.

DETAILED
SPECIFICATIONS




*** IMPORTANT NOTE***

Upon inspection, any books found not to be in full compliance with these detailed
specifications, are structurally defective, or fail to perform satisfactorily when put to use, may
subject the contractor to such penalties as may be assessed by the Office of Court
Administration including, but not limited to, suspension from future bid participation.

STYLE OF BOOKS

STYLE A - Full cloth, tight slotted and taped or Liberty Back. End papers single kraft. Lettered
in imitation gold leaf when lettering is required on blank book specification sheet. This type of
book is generally used for personal notes and does not require heavy

STYLE B - Full imitation leather, round corners, cut finish, saddle sewed in one section, kraft end
papers, substance 36, lined half on inside with muslin. Stamping one impression of ink when
lettering is required on blank book specification sheet. Personal notes, same as “A”.

STYLE C - Full imitation leather, round corners, cut flush. Smyth sewed in 16 page, 24 page or
32 page signatures depending on the weight of paper. Kraft end papers, substance 36.
Stamping one impression of ink when lettering is required on blank book specification sheet.
Personal notes same as “A”.

STYLE F - Full canvas, white, slate or other specified color. End papers single kraft. This type
of book is generally used for docket or minute type books requiring public or substantial

STYLE G - Full bound, full canvas, white, slate or other specified color, red buffing corners,
spring back and hubs. Double kraft end papers, reinforced with muslin and sewed to book.
Backbone to be lined with 8 oz. Canvas, extending full length of book and overhanging 3 ’%" on
each side. Fourtapes on backbone. Hinge on which cover swings to be made by folding waste
sheet to edge of backbone, making four layers and gluing to canvas, forming a tongue. Tongue
must be inserted between laminated boards. Either Smyth sewn or Patent guards as per order.
This type of book is generally used as docket book, clerks minute book, motion book or index
book requiring heavy usage and public

STYLE H - Quarter bound, cut flush, imitation leather back, marble paper sides, wire stitched,
slotted and taped, or Smyth sewed as specified. This type of book is generally used as a receipt
book, transcript or Judgement Certificate book or Disposition of Judgement book.

NOTE: All style A,C,F,G and H books when sewed, shall have the end papers sewed on. Also,
regardless of the method used of holding sheets together, a muslin strip shall be attached half-and-
half to front fly-leaf and first page of book, and half-and-half to back fly-leaf and last page of book.

LIBERTY OR SPRING BACK:

The Liberty Back without hubs, or Spring Back with hubs, must be attached to its book with a
canvas bandage extending its entire length, and placed in the entire length of the boards, with
the tapes and strapping laced at least three inches in between the boards and inside cover
board.



Liberty Back- Liberty Backs are to be furnished on styles A and F under 201 leaves only when
called for in the detailed specifications.

SEWING:

Smyth Sewn - (section sewn); or,

Patent Back: Philadelphia or Huber Back - Philadelphia or Huber backs are to be furnished when
called for in the detailed specifications; when furnished, stitching must be not less than 20 to the
foot, double sewed at least three (3) inches top and foot.

To insure tight backs either; (1) slot and tape guards, or (2) tighten guards to prevent spacing
using glue or other method, Back and guards must be tight to prevent sections from being
removed.

Thread: (A) Hayes or Barbours linen or equal, 16-4 cord on hand sewn full bound
books.

(B) Hayes or Barbours linen or equal, 16-3 cord on hand sewn half bound
books.

(C) Lincoln or Summit cotton or equal, 16-4 cord on machine sewn books.

NOTE: Unless specifically stated on blank book specification sheet, books may be either hand

sewn or machine sewn.

Extended Tabs (or Tags): Unlesss otherwise specified, all extended tabs shall be made of heavy
buffing, wholly lined on inner side with muslin and the portion outside of edge of leaf lined with
pressboard. The portions adhering to each side of leaf shall have muslin stays attached to their
surfaces and the leaf. Lettering shall be as ordered, in 23 karat gold leaf.

Rub Off Lettering: When blank book has been lettered, the binder will take a type impression of
all the lettering on book, pasting same on sample sheet of ruling and printing. Where more than
one book is ordered, the binder will indicate on type impression any change in lettering.

BOOK CLOTHS, IMITATION LEATHER AND CANVAS

(A) Cloth - Interlaken or Holliston common colors or equal. Pattern T or AA not acceptable
unless specifically stated on specification sheet.

(B) Buckram - Holliston Record or equal.
(C) Imitation Leather - Fabrikoid No. 1100 quality or equal.
(D) Army Duck - As in New York City Specification No. 11-D-15-39T-WEIGHT-8-OZ. If color of

duck specified is not obtainable, another color or white may be substituted provided contractor
obtains approval of the using court or County Clerk’s office.
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BINDERS BOARD:

(A)  Covers-Made in accordance with U.S. Commercial Standard 50-34 or equal. A variation
of 0.003 inch (3 points) above or below the specified thickness is permitted on boards
to and including 0.0120 inch in thickness. A variation of 5 percent (5%) above or below
the specified thickness is permitted on boards over 0.0120 inch in thickness.

(B) Spring Back and Liberty Back - Green Label
Davy Solid Board, or equal.

STYLE A AND STYLE F-TIGHT BACK OR SLOTTED AND TAPED

100 LEAVES ORLESS - CALIPER .147
101 LEAVES AND OVER - CALIPER .164

STYLE A AND STYLE F-LIBERTY BACK-LAMINATED BOARDS

201 TO 300 LEAVES - CALIPER .147
CALIPER .098
TOTAL .245

301 TO 400 LEAVES - CALIPER .147
CALIPER .123
TOTAL 270
CALIPER .164
CALIPER .123
TOTAL 287

401 TO 500 LEAVES

501 LEAVES OR OVER CALIPER .164
CALIPER .164

TOTAL .328
STYLE G-LAMINATED BOARDS

200 LEAVES OR LESS CALIPER .147
CALIPER .098

TOTAL .245

201 TO 300 LEAVES - CALIPER .147
CALIPER .123
TOTAL .270

301 TO 400 LEAVES - CALIPER .147

CALIPER .147
TOTAL .294
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401 TO 500 LEAVES - CALIPER .164

CALIPER .147
TOTAL .311
501 LEAVES OR OVER - CALIPER .164
CALIPER .164
TOTAL .328
STYLEB
32 LEAVES OR LESS - CALIPER .074
OVER 32 LEAVES - CALIPER .098
STYLEC
64 LEAVES AND OVER - CALIPER .098
STYLEH
100 LEAVES OR LESS - CALIPER .098
101 TO 200 LEAVES - CALIPER .123
201 TO 350 LEAVES - CALIPER .147
351 LEAVES AND OVER - CALIPER .164

TOOLING AND GOLD LETTERING ON LEATHER: Unless definitely stated on blank book
specification sheet, no tooling will be required. Vendor must check with court or County Clerk’s
office for which it is intended before proceeding with the work.

SPECIAL INSTRUCTIONS CONCERNING PAPER:

Only standard mill brands water-marked bond and ledger paper shall be used in the performance
of this contract. All such paper in quantities in excess of 2,000 pounds shall be in compliance
with the requirements of the New York City Department of Purchase specification 29=P-3.63
except that all requirements of tables | and I, other than grade and weight, shall be waived.
More than one brand of paper may be indicated for each grade of paper.

REMINDER: Bid Forms must be returned in the exact numerical sequence and order received by
bidder. Also, bidders are responsible for submitting their original bid response (consisting of the
following originals: Bid Response Forms, RFB Form, Non-Collusive Bidding Certificate, Manufacturer
Identification, Acknowledgment Form and Printing Certificate with Recycled Certification and
Manufacturer's affidavit if applicable and all other required Attachments) together with three (3)
complete copies of the aforementioned. Failure to comply may result in bid rejection.

IMPORTANT: Any sample pages provided with “Bound Book Requirement/Bid Form” are to indicate
page content and are not accurate. Specifications herein prevail.
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GRADE OF PAPER

MANUFACTURER IDENTIFICATION

MILL BRAND

NAME OF MANUFACTURER

BONDS

50% RAG

WHITE

COLORS

100% SULPHITE*

WHITE

COLORS

LEDGERS

50% RAG

WHITE

COLORS

INDEX

*EXCEPT FOR BOOKS SPECIFYING 100% SULPHITE BOND PAPER (WHITE OR COLORS),
ALL OTHER BOOKS ARE TO BE MADE WITH 50% RAG LEDGER OR 50% RAG BOND

PAPER.

IMPORTANT: These paper specifications supersede any that may appear on Purchase Orders.

IMPORTANT: The “Bound Book Requirement/Bid Forms” must be returned in the exact numerical
sequence and order received by bidder. If specific books are not bid, “No Bid” must be entered under

“Unit Price”.




RFB#: OCA/CPA-325 BID OPENING: 06/06/07
2008 BOUND BOOKS 11:00 A.M.

BID RESPONSE
FORMS

IMPORTANT: ANY SAMPLE PAGES PROVIDED WITH “BOUND BOOK REQUIREMENT/BID FORM”
ARE TO INDICATE PAGE CONTENT AND ARE NOT ACCURATE. SPECIFICATIONS HEREIN
PREVAIL.

COPIES OF THE REQUIRED BID RESPONSE FORMS MAY BE OBTAINED BY CONTACTING
BETTY FALTERMEIER, (518) 869-4732, FAX (518) 869-4735 OR EMAIL
BFALTERM@COURTS.STATE.NY.US



RFB#: OCA/CPA-325 BID OPENING: 06/06/07
2008 BOUND BOOKS 11:00 A.M.

BID RESPONSE
SAMPLE FORMS

PLEASE NOTE:

Actual copies of the forms
are required and must be
obtained as indicated in the specifications.

The attached are only an indication of the style of
books which may or may not be included in the
solicitation.



BOUND BOOK REﬂUIRENENT/BID FORM

CALENDAR! YEAR

Judicial Dists§

Court/Address:

Name of Book: - DOCKET SECTION STATISTICS BOOK
Number of Books: /

Form or Stock Number: /J?d 9/

. . H . J‘éwéxé/
Binding Style (see specs): material: 2z ?“{4’1' color:
Size of Leaf:  J!'x /5"

Number of Leaves: book: /é d Ze’,dtféf"‘ {?fé)ex//}’a T ﬂ'g‘;{/i/f, Ze,—\
Pen-ruled Book: index: -~

Printed Book: index:

Paper Stock: 57 % rag content, sub. p7do (weight)

Ledgerﬁ / or Bond: Color:

Sewing: ten@iB ICK W r

Paged: ./QZL Loner— [-'4/"'/‘/

Numbers: 2idve l en Ven Veco &
Index: in front: or thru to scale: /4'/“"f7“( L7
Tndex: number of leaves per letter (attach list) ’6/‘£7"Lzé"

J2 ttinezirac Lo n€—
m . 1 3 2 . .
Tables: cut in linen or extenslon: color: /4"7/ 6%7f"
Stamping: number of lines on spine: / ‘. Ducker Lo j’_j,,f;ff‘,-/“&

number of lines on cover: é T Al ﬂfﬁf

Composition Change: Yes No Year Change: Yeé' No

Completed by: Phone #:

*TMPORTANT: Attach a sample page and copy of stamping for cover and

not already

Company Date

Unit Price: $ per book
Authorized Signéture . Total: $ ‘




BOUND BOOK REAUIREMENT/BID FORM

CALEWDAR YEAR SOOR N AT ) £-254
Judicial Distngct: ' -1>:1i  ’
Court/Address:'J‘" ] ’

Name of Book: DOCKET DESK - RECEIPT FOR JUDGEMENTS

Number of Books: J?

Form or Stock Number: /17/( ,

sinding Style (see specs): Vid material: JZer 74gécolor:
size of Leaf: TUY x 5V

Number of Leaves: book:__ @34 index:

Pen-ruled Book: index:_ g;&/¢, 94
Printed Book: index: '
Paper Stock _ /4 % rag content, sub. /L (weight)
Ledger: or Bond: / Color: ﬁ//:/f/ Mg 1F- Lurd
Sewing: ds o

Paged:

Numbers: “lﬁil l

Index: in rront or thru to scale:

Tndex: number of leaves per letter (a;;ach list)
mables: cut in linen or extension: color: /ry/ Wn Cledd
Stamping: number of lines on spine:

number of lines on cover: eg

Composition Change: Yes No Year Change: Yes No

—e — o em——

Completed by: Phone #:

*TMPORTANT: Attach a sample page and copy of stamping for cover and

or if CPU does not already

Company , Date

Unit Price: $ per book

Authorized Signacure Total: $



