STATE OF NEW YORK
JUDICIARY
—REQUEST FOR BID—

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

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

(Agency Name and Address)

Direct Inquiries to: Gabrielle Tanski
Email: gtanski@courts.state.ny.us
Phone: 518-285-5011

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

Bid Number:
OCA/CP-185

Commodity Group:

Opening Date: 06/15/2011
Opening Time: 3:00 P.M.
Issue Date:  05/16/2011

Commodity Name:

Case File and Motion Jackets

OFFICE OF GENERAL SERVICES “GENERAL SPECIFICATIONS” (DE

PER RFB SPECIFICATIONS

CEMBER 1998) ARE FULLY INCORPORATED HEREIN.

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

UCS ATTACHMENTS I, Il AND IV MADE PART AND
INCORPORATED HEREIN.

Bidder’'s Quotation and Specific Description
of Item Offered

ALL BID RESPONSES MUST BE ENTERED ON THE
ENCLOSED BID RESPONSE FORM UNLESS SPECIFIED
OTHERWISE 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:

rfbl.frm 7/99
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DOCUMENTS ENCLOSURE CHECKLIST

Bid Response Forms must be included in bisigeoposal. Failure to do so will immediately disdjfy bidder’s response.
The following documents must be fully executed arudluded in bidder’s proposal. Failure to do soydesqualifybidder’s
response:

UCS Request for Bid Form with original sigmat

Attachment |, p.3 - Non-Collusive Bidding @ferate

Attachment |, p.4 - Corporate Acknowledgment

Attachment |, p.5 - Bidder’s Certificate obWi (Printing)

Attachment |, p.6 - Bidder’s Certificate afddycled Product(s)

Attachment |, p.7 - Manufacturer’s AffidaeitRecycled Content

Attachment Il - Vendor Responsibility Queatiaire

Paper Questionnaire (attachedR--O Filed on-line via OSC VendRep System

Attachment IV, UCS 420 - Disclosure of PRmm-Responsibility Determination (2-pg.)

Attachment IV, UCS 421 - Affirmation of Und&anding and Agreement

Attachment IV, UCS 423 - Termination Clause

Copies of bidder’s certificate(s) of insumoc other adequate proof evidencing the insurangerages required by the
bid specifications.Please note: For proof of workers’ compensation andisabilities benefits coverage, ONLY the
following forms will be accepted: Workers’ Compenséon Board Form # C-105.2 (workers compensation c&rage) and
Form # DB-120.1 (disability benefits insurance covage), or Form CE-200 (Certificate of Attestation & Exemption.) An
ACORD Certificate of Insurance is NOT acceptable poof of NYS workers’ compensation or disabilities beefits
coverage.

ACORD Certificate of Commercial General Ligpinsurance

Proof of at least three (3) years of expegaroviding similar services as required by thiedgiecifications (see -
Qualification of Bidders)

_______ Three (3) government references (agency/caynpame, contact name, phone number, address,|e-mai

_____ Original bid response + three (3) complef@asof original bid response

____ Completed Document Enclosure Checklist (ihige)

NB: There is no Attachment I

To be complete, a bidder’s bid response must incl@édALL the above documents. All documents requiringn original

signature must bear the BLUE INK signature of the ame authorized individual. Signatory notarizationmust be that of
the person whose signature is affixed to all requéd documents.

1
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*** GENERAL SPECIFICATIONS ***
l. The RFB/RFP Process
Note to Bidders

1. Attachment | - Standard Request for Bid Clause#& Forms and Attachment IV- Procurement Lobbying Law
required forms

In addition to such other specifications and ciaters are presented herein, the NYS Unified Coyste®n Attachment
| - Standard Request for Bid Clauses & Forms, atidchment IV - Disclosure of Prior Non-Responsiiili
Determination (UCS 420) as well as Affirmation afidérstanding and Agreement (UCS 421) and Termin&iause
(UCS 423) pursuant to the Procurement Lobbying ¥wbich must be downloaded or printed from the UGRit€act &
Procurement website under “Addenda” for the appab@isolicitation, are incorporated and made &qgfahis
solicitation.

2. Attachment lll - Vendor Responsibility Questicnnaire

The NYS Unified Court System (UCS) is required ¢mduct a review of a prospective contractor to gleveasonable
assurances that the vendor is responsible. Thereedvendor Responsibility Questionnaire is desdto provide
information to assist UCS in assessing a vendespansibility prior to entering into a contractlwihe vendor.
Vendor responsibility is determined by a revieweath prospective contractor’s legal authority tddsiness in New
York State, business integrity, financial and oigational resources, and performance history (ohicly references).
The UCS recommends that vendors file the requiredddr Responsibility Questionnaire online via thenNY ork
State VendRep System. However, vendors may choasemplete and submit a paper questionnaire. nfollen and
use the New York State VendRep System, see theR&m&ystem Instructions available at
http://www.osc.state.ny.us/vendrep/vendor_intem or go directly to the VendRep System online at
https://portal.osc.state.ny.us. For direct VenuBgstem user assistance, the Office of the Stawep@oller's Help
Desk may be reached at 866-370-4672 or 518-408-d6B% email atiohelpdesk@osc.state.ny.us.

Vendors opting to file a paper questionnaire camiolihe appropriate questionnaire from the VendiRepsite
www.osc.state.ny.us/vendrep may contact the Unified Court System or thacefbf the State Comptroller’s Help
Desk for a copy of the paper form.

Bidders who file the Vendor Responsibility Questiaite online via the OSC VendRep System are regddst
checkmark the appropriate box on the Document BoctoChecklist. Bidders’ authorized signaturéhefRRB/RFP
form will serve as confirmation that bidders hameWwingly filed their questionnaire online if thegea questionnaire
is not included with the bidder’s submission.

Online RFB/RFP Package : Disclaimer

Bidders accessing any Unified Court System/OffiE€ourt Administration (hereafter “UCS/OCA”) soliations and
related documents from the New York State UCS welsivw.nycourts.gov/admin/bidsnder “Current Solicitations”
shall remain solely and wholly responsible for esving the respective solicitation & bid documenistbe internet
regularly, up to the scheduled date and time obttéroposal due date, to ensure their knowledgep amendments,
addenda, modifications or other information affiegtihe solicitation or bid documents in question.

Bid Response/Proposal: Original and Copies

Bidders shall submit all the following requiredginal RFB/RFP documents:Bid/Proposal; Executed RFB/RFP Form;
Attachment | - pages 3, 4, 5, 6 and 7 of 10; Attaeht Il - Vendor Responsibility Questionnaire (gti@nnaire may be
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filed electronically with OSC); Attachment IV - ikwsure of Prior Non-Responsibility Determinatiod€S 420,

Affirmation of Understanding and Agreement UCS 42lwell as Termination Clause UCS 423; and any oétpiired

documentation, brochures, etc. listed on the Docueclosure Checklist. Complete the paperwottkeriorms provided
with this solicitation unless otherwise requested.not retype or amend any portion of this sditdn. Failure to provide
all original documents and the requested numbeopies may result in disqualification of a bidderesponse.

Binding Nature of Bid/Proposal on Bidders

All bids/proposals shall remain binding on biddansil such time as the Office of Court Administaati(hereafter “OCA”)
provides written notification of its intent to awdathe contract to a specific bidder or until thddar withdraws its
bid/proposal in writing, whichever occurs first.

Packaging, Identifying and Delivering of Bids/Propaals

Bidders maynot submit their bid/proposal responses online.
Bids/Proposals must lmbearly addressed and submittedo:

Gabirielle Tanski
Senior Court Analyst
NYS Office of Court Administration
42 Karner Road
Albany, NY 12205

All envelopes/cartons must also be labeled withfdHewing information on two sides:
“Deliver immediately to Gabrielle Tanski"
“Sealed bid - Do not open”
"OCA/CP-185 dué&Vednesday, June 15, 2011 at 3:00 p.m.”.

Failure to seal and mark the bid/proposal as piteesttimay result in non-delivery and/or rejectiorited bid/proposal.
Please note that bids/proposals must be receivéielbgbove-named OCA-designated person by Wedneduaiag 15,
2011at 3:00 pmat the latest or bids will be declared a “late’laidd they will be disqualified. It is recommeiididat
bidders allow several extra days for shipping iteorto meet the deadline.

No-Bids

Bidders are requested to send a no-bid letter t8,@{n: Gabrielle Tanski, at the above addressusihthey decide
not to answer this solicitation. The envelope Idalclearly markeéh the lower left corner as follows: OCA/CP-185.

Estimated Quantities

Any requirements specified in this solicitation stitutes estimates only, and accordingly no commitnor guarantee
to reach any specified volume of business is madmulied.

Compliance with Laws

Awarded contractor(s) must be compliant with aplagable federal, state and local laws, rules agilations prior to
and during the provision of all services underdbetract resulting from this RFB/RFP. Awarded cactior(s) must
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provide proof of workers compensation and disabilgnefits insurance coverage under NYS law witproposal or,
if it is exempt from such coverage, proof of exeimpt

Independent Contractor Status

It is expressly understood and agreed that thedmselazontractor’s status shall be that of an indéeenprovider of
services and that no officer, employee, servasubcontractor of the contractor is an employedefdCS, OCA or
State of New York. The awarded contractor shakdiely responsible for the work, assignment, censgation,
benefits and personal conduct and standards siiall persons assigned to the provision of serviskeshing herein
shall be construed to impose any liability or dotythe UCS, OCA or State of New York to persormsdi, consultants
or corporations employed or engaged by the awardettactor either directly or indirectly in any eajity whatsoever,
nor shall the UCS, OCA or State of New York be leator any acts, omissions, liabilities, obligatsoor taxes of any
nature including, but not limited to, unemploymant Workers’ Compensation insurance of the awacdetractor or
any of its employees or subcontractors.

Rejected and Unacceptable Bids/Proposals

The OCA reserves the right to reject any and alppsals or bids submitted in response to thisisatiion. In addition,
OCA may reject any bids/proposals from any bidaére are in arrears to the State of New York upondebt or
contract; or who have previously defaulted on amytiactual obligations, (as surety or otherwiseproany obligation
to the State of New York; or who have been declamdesponsible or disqualified by any agencyhef $tate of New
York, who have any proceeding pending against tredating to the responsibility or qualification thie bidders to
receive public contracts or who are found to be-remponsible based on any of the criteria specifigtie section
headed ‘Responsible Bidder'.

References

Each bidder must provide at least three (3) ref@emncluding the company/agency name, completeeagidcontact
name, title, telephone number and email addressyliom the bidder has provided similar servicesmgttime during
the past three (3) years.

Responsible Bidder

A bidder shall be defined as “responsible” in ademce with, but not limited to, references, pastgomance history,
financial stability, compliance with, and the resms to meet the requirements of this RFB’s gerardldetailed
specifications, the criteria set forth in paragr@pof the General Specifications (Attachment léAdor Responsibility
Questionnaire) and the criteria set forth in theageaph headed “Rejected and Unacceptable BidstBatgd as well as
any other criteria necessary and reasonable tblisstdhe bidder’s responsibility.

Insurance Requirements

Bidders shall be required to provide proof of thkkoiwing insurance coverage, and awarded contrattall be
expected to maintain such coverages at all timasglthe term of the contract, at its own cost argense:

Workers’ compensation and disability benefit insiwecoverage as required under NYS law (see Workers
Compensation Board website at www.wcb.state.npiusoverage requirements), or, if it is exempiirsuch
coverage, proof of exemption

Please note that ONLY the following forms will be acepted: Workers Compensation Board Form # C-105.2
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(workers’ compensation coverage) and Form # DB-12D (disability benefits insurance coverage), or FornCE-
200 (Certificate of Attestation of Exemption.) An ACORD Certificate of Insurance is NOT acceptgtnieof of
NYS workers’ compensation or disability benefitsurance coverage.

Commercial General Liability Insurance (bodily injuand property damage on an occurrence basisiraobnal and
products/completed operations liability coveragel auto liability with minimum limits as follows:

. Bodily Injury and Property $1 million, per occurrence,

: Damage : $2million, aggregate
: Personal Injury and : $1 million aggregate
i Advertising: :

Products/ Completed $2 million aggregate
: Operations 5

: Auto Liability, : $1 million

. Combined single limits
All insurance coverages shall be obtained from cencral insurance carriers admitted to do businesise State of
New York and shall name UCS as an additional irsordoss payee as appropriate, and shall prowdatfleast thirty
(30) days advance written notice to UCS of cantielteor non-renewal.

Confidentiality

Bidder acknowledges that any and all informati@cords, files, documents or reports contained ynaedia format
provided to the bidder by the court, or which mayotherwise encountered by bidder shall be coresidextremely
confidential and shall be handled accordingly Etimles. Neither the bidder nor any of its emplkegeservants,
contractors, agents or volunteers shall at any benpermitted to utilize such confidential informatfor any purpose
outside the scope of any resulting agreement wittimexpress prior written authorization of the0CAny breach of
this confidentiality by the awarded contractor gramy of its employees, servants, subcontractgents, or volunteers
may result in the immediate termination of any h&sg agreement by the OCA and may subject thedyidll further
penalties.

Awarded contractor shall use, and require its egg#e and authorized agents to use, at least theadefjcare a
reasonably prudent person would use to protecpaskent improper access to the recotdiser Agency shall store and
maintain the records in a manner physically andtedaically secure from access by unauthorizedqres&Jser

Agency may not copy, backup or otherwise archieerétords for any purpose other than the permitsedcherein, or
maintain any such records in a mobile or portaklaak.

Subcontracting

The awarded contractor(s) shall not subcontractpantyon of their work without the knowledge andopmvritten
approval of the OCA.

Subcontracting of any services described hereil séaubject to the following:

1. Bidder must identify each proposed subcontratype of service(s) to be performed, length andneadf

bidder’s relationship with proposed subcontractat must provide any and all additional informatregarding
the proposed subcontractor as the OCA considessmelale and necessary.

5
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2. All proposed subcontractors must be identifietlidder’s proposaind any additions and/or changes shall be
subject to the written approval of OCA prior to aggment by contractor and any such approved sulactoit
shall be held to the same performance standarawasled contractor.

3. The OCA will communicate only with awarded cootoa and the awarded contractor shall remain wHizhle
for the performance of any such subcontractor eitrgloyees, agents, consultants or representalihesnames
must be submitted in ample time to permit accemamaejection of each proposed subcontractor bp OC
without causing delay in the services requiredhiy tontract.

Pre-bid Conference

A mandatory pre-bid conference will be conductedlatO0 AM sharp onWednesday, June 1, 2011 at the Office of
Court Administration, 42 Karner Road, Albany, NY 12205. Sample jackets will only be available at the OCA
offices at 42 Karner Road during this pre-bid coefiee and will not be mailed to the participatimgaors by either
OCA or the individual court location®Bidders are urged tootify Gabrielle Tanski by email of their attendarand of
the number of people in their party by 5:00 p.mMay 31, 2011.

Questions

Any and all questions bidder may have in conneattdh this solicitation are to be directbgt email onlyto the
attention of
Gabrielle Tanski
gtanski@courts.state.ny.us

Please indicate in “Subject” field: OCA/CP-185 Quim¥S)

The deadline to submit questionsTisesday, May 24, 2011 at 5:00 pm. No questions bk entertained after this
deadline. A written Questions & Answers (Q&A) listing all trpestions received and their answers will be jgoste
the website a couple of days after the deadlineevised Q&A reflecting the questions and answermfthe
mandatory pre-bid conference, will be sent to tigglde bidders a couple of days after the predmdference.

IMPORTANT: All questions regarding this solicitatianust be directed solely to the attention of theva-designated
person. Contact by any prospective bidder, orrapgesentative thereof, with any other personhthe@UCS/OCA in
connection with this RFB/RFP may violate the Preauent Lobbying Act of 2005 (see Attachment 1V),l\yabpardize
the respective bidder’s standing and may causeti@jeof its proposal.

Bidder’'s Proprietary Information

Information construed as proprietary by a subngtbidder must be marked as such and will be sadedaby the
OCA. If possible, such information should be suibedi in a separate folder attached to the progodag valid;
however, all information must be available for eavi Viewing of information designated as propmgtaill not be
construed to violate the constraints of proprietafgrmation.

Access to court facilities
Bidders shall be wholly responsible for familiantyth the physical layout and access to the camtsbuildings in

guestion, including but not limited to, roadwaygedangs, parking, security, elevators, requiress permits or
insurance certificatesNo special accommodations can or will be made by wd staff with respect to security
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measures, access or parking
Financial Stability

Upon request by OCA, bidder shall provide its aedifinancial statements prepared in accordance GAtAP-
Generally Accepted Accounting Principles for thetghree (3) consecutive years and a copy of ststhaiee (3) annual
reports.

Termination

Early termination of the contract fo cause may lteayamong other consequences, including butinoted to all
remedies available to UCS and New York State, Werded contractor both being declared non-resptanbipthe
UCS/OCA, pursuant to the UCS and Office of thee&s@bdmptroller's guidelines on vendor responsibiibd in the
contractor’s removal from the UCS/OCA’s bidders i future solicitations.

In addition to any other rights or remedies it rhaye, UCS may terminate an agreement with awardetiactor upon
written notice to contractor: (i) in the event thaty representation made by the contractor in adiorewith this RFB
shall prove to be false or misleading in any mategspect, (ii) upon a determination that Contrarst
non-responsible or (iii) if Contractor defaultstive observance or performance of any of the temdscanditions of

such agreement, and such default is not remedigivthirty (30) days after such notice has bediveleed to
contractor specifying the occurrence, omissioriatire giving rise to such default.

Implied Requirements

Products and services that are not specificallyested in this solicitation, but which are necessaprovide the
functional capabilities proposed by the bidder]ldtaincluded in the offer except as specifiedelrer

Silence of the Specifications
The apparent silence of the specifications conthaisepart of this package as to any detail oréafiparent omission

of a detailed description concerning any point)ldf&regarded as meaning that only the best cowiaigractices are
to prevail. All interpretations of these specifioas shall be made on the basis of this statement.

Il. RFB # OCA/CP-185
Purpose and Scope
The New York State Office of Court Administratidme¢eafter OCA), Contract and Procurement Unit @féee CP) is

soliciting sealed bids for the purpose of establiglone or more estimated quantity term contrac{govide custom
case file and motion jackets for the courts andtealated offices of the Unified Court System @edter UCS).

Term of Award:

Awarded contract(s) will be for an initial threg (&ars, with the option to renew for an additiowad (2) one-year
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periods. The initial contract(s), and any renegjadf extension shall be subject to the approvéh@New York State
Comptroller

Pricing:

All pricing noted for case file and motion jack&isGroup | and Il on the Bid Response Form mustéteper thousand
(1,000) jackets and include all costs associatéid tlveir production and delivery. Any additionabeheable labeling/
printing and options per thousand (1,000) jackets@quested separately on the Bid Response Fdhpriéing for
Group lll is to be presented as a rate per thou€bh00) jackets and inclusive of all factors sfiedi(i.e. printing, bar
coding, sequential numbering, labels, etc.). Adlfrices shall be firm for the initial three (3ar contract period.

Price Adjustment:

All pricing shall remain firm throughout the initithree (3) year term of the contract(s). Pricgisttnents applicable
to the renewal period(s) will be considered upaspntation of reasonable, necessary and documesgethcreases
for supplies, materials and equipment factors beéybe contractor’'s control. The price increasestmot exceed the
change in CPI (NSA) All-U from the twelve (12) ntha preceding the renewal period starting dateelse(s) will be
considered for labor based solely on any increasegsired pursuant to the prevailing wage ratessésblished by the
NYS Department of Labor. Contractor must presegtraquest for increases to OCA no later than ni(@dy days
prior to the expiration of the initial contract rter

Method of Award:

Award will be to the lowest cost, responsible bidide each group in it’s entirety. Partial growpaads will not be made.
The groups are:

Group | - Flat Jackets
Group Il - Expansion Jackets
Group Il - NYC Civil Court Jackets

For each group, “lowest cost” shall be determingthle following formula:

Unit Price/M x Estimated Quantity = Item Total.
The Sum of alltem Totals within a Group will determine the Last€ost bidder for each Group.

Bidders may submit responses for one, all or amyber of custom case file jacket groups. Bidderstmuste a price for
all items requested within the Group(s) they bid.

Qualification of Bidders:

Bidders must submit with their bid response infdiorapertaining to the organization which demorissats experience
and competence in the conduct of service companalnature, volume, and scope to that describeddrsolicitation.
Vendor must have a minimum of three (3) years agpee in providing printing of similar services aswbpe.

Ordering:

UCS courts/locations will submit Purchase Orde®@qPto the awarded contractor(s) under the reguttontract(s),
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including their specific labeling/printing requiremts and samples of case file jackets to be pradubeall cases, the
printing will be black line copy. Awarded contrad&) must notify each ordering location of receipits PO within seven
(7) days of receiving it. This notification, alomgth any other correspondence between awardedamat(s) and UCS
courts/locations, must be in writing.

Please note If available, negatives will be furnished to thearded contractor(s) by each ordering locationgivith the
PO. Ordering locations will also provide cameradyecopy, where required.

Awarded contractor(s) will provide each locatiorima proof or sample of each case file jacket tproeuced, based on
the submitted PO and samples. Each location wileHinal approval of each proof or sample submitig the awarded
contractor(s) before production is to begin. Tmal approval, along with any other correspondelnegveen awarded
contractor(s) and UCS courts/locations, must beiting. Under no circumstances should the awaodedractor(s) begin
full-scale production on any PO without final et consent to proceed to production from the amgdocation. The

UCS/ordering location will not be responsible fay@osts or charges related to production thagggih or concluded by
the awarded contractor(s) without this final writ&gpproval.

Please note Any changes to the awarded contractor(s)'subchpt®of or sample, prido final approval by the location
and subsequent start of production, will be free cbirge to the location. Any changes to the awhrde
contractor(s)’'submitted proof or sample, afieal approval by the location and subsequent sfgoroduction, may be
subject to a reasonable charge to the orderingidéoctor the cancel and restart of production.ciAg for this charge must
be submitted on the attached Bid Response Forheiappropriate place.

Ordering Deadline for UCS:

Timely ordering and delivery of case file and maotjackets is critical to the function of the UCSig requires, in most
instances, the courts and court-related officegder their jackets for any given calendar yearessd months to a year
in advance. Because of this, it is necessary tbksh an ordering and delivery time frame to eashat the courts and
court-related offices have a current supply of @slon-hand to handle case flow.

All case file and motion jackets ordered by Julyii@ny given calendar year, must be delivered égdmber 1, of that
same calendar year. Due to space constraintsne sourt buildings, some locations may request-dpliveries (see
Delivery Schedule).In those cases, orders placed by July 10 in argngealendar year may be delivered after the Dée
1 deadline, if pre-arranged in writing by the ordgrocation.

All pricing shall remain firm for each respectiverpd and courts shall have the right of order @drder with each
respective period.

Delivery Schedule:

Delivery to all UCS ordering locations throughowwWYork State shall be Net F.O.B. Destination aradude full inside
delivery to the exact location indicated on thertlagency purchase orders.

UCS courts and agencies placing orders under sidtirey contract(s) may request split deliveriesaming that a Purchase
Order will be placed for an entire calendar yean, deelivery will be scheduled in shipments througihthe year to
accommodate locations where storage space is i@naiym. Payments will be processed as items dneedsd and
accepted.Pricing for the case file and motion jackets inetha split delivery is requested, will remain fitsthe date
when the Purchase Order was placed, rather thashatieen which the delivery is made.

Delivery of all orders postmarkday the primary order period ending July"iéf any given year, must be completed by
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December 1 of that same given year, unless previously arrdfyean ordering location requesting a split deiive

Note - Please see Exhibit B for a listing of poi@rirdering locations for shipping/delivery purpss This list is based
on a prior survey of the courts and locations ktizete ordered case file jackets in the past, howiedeles not guarantee
that these locations will again order from any fatawarded contract(s).

Late Deliveries for Orders Placed by Ordering Deadhe:

Important: Any orders placed by the court and court-relaffides on or before the July #@eadline of any given year,
that are not received by Decembé&rof that same year, without a previously arrang#it-delivery schedule, will be
considered late and may be subject to the folloyiagalty at the discretion of the UCS: For evergibess day that the
delivery is delayed after the December 1 deadtine percent (1%) of the gross invoice for thatstapt will be subtracted
from the total amount due to the awarded contractatl the delivery is made.

While contractor is expected to make all reasonefftet to deliver orders postmarked after Jul{ b9 the Decemberl
deadline, the one percent (1%) adjustment penlaitl sot apply for any lateness in these cases

Timely delivery of these jackets are essentiattierUCS court operations.
Delivery Access:

Deliveries to the exact location(s) noted on thecRase Order(s) is based upon normal and reasoaed®#ss to court
facilities. An awarded contractor’s reasonable aacessary additional costs due to factors withencourt’s control (i.e.
lengthy “wait time”, obstructions to court facil)tyvill be considered on a case-by-case basis.

Note: Bidders are advised that increased security messue in effect in most court facilities and necgl arrangements
will be made, including, but not limited to, parginoading, clearance with respect thereto. Adogg, contractor shall
be solely responsible for familiarity and complian@ith any such special security or access meagiNete - See
paragraph “Access to Court Facilities).

Packaging

Case file and motion jackets produced under anyaaudscontract(s) should not be packed more thafd@€rs per carton
for shipping or delivery to any ordering location.

Jacket Samples Provided to the Courts by Bidders:

Bidders responding to this proposal must enclose(8ysample jackets of each style (item) in eaokg for which a bid
is being offered. All jacket samples must be d{elabeled or marked with respective style (itera¥idgnation. Where

colored stock is referenced, it is sufficient toypde sample jacket style(s) in only one (1) coltth a listing or samples
of additional colors available. Failure to enclgaenples may result in bid rejection.

C&PA may require additional samples of the prods)abffered for examination or testing purposesicatharge. Such
request may be made of the bidder prior to the dvaad/or of the contractor subsequent to the aaddsamples retained
throughout the contract period. Samples shallrbeiged in a timely manner and will not be returtedbidder or
contractor.
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Jacket Samples Provided to Bidders by the Courts

It is the responsibility of the bidders prior tdosuitting their bid response package to inspecttrmaple case file jackets
provided by the courts and court-related officEaey will be available for examination during thamadatory pre-bid
conference on June 1, 2011 at 11 a.m. at the Qffi€ourt Administration, 42 Karner Road, Albanyy M2205. Bidders
must call (518) 285-5011 or email gtanski@coumseshy.usto R.S.V.P. by May 31, 2011.

Sample jackets will only be available at the OCAcef at 42 Karner Road and will not be mailedhte participating
vendors by either OCA or the individual court locas.

Bidder’'s/Contractor’s Facility :

For purposes of evaluation, bidder(s) proposeditiasi shall be available for inspection. Subsequernhe award,
contractor(s) facilities shall be made availablederiodic inspection upon request.

Estimated Quantities

Any requirements specified in this solicitation stitutes estimates only, and accordingly, no commaiit or guarantee
to reach any specified volume of business is madepied. The UCS does not guarantee that any specifidoeuof
case file and motion jackets shall be ordered Imatr any specific number of courts and administeatiffices will
participate in any awarded contract(s)

Contractor Reporting:

Upon request, awarded contractor(s) may be reqtaredbmit a post-production report by Januarya3hany given
year covered under any awarded contract(s) whiah isidicate ordering location, PO number, orddedatyle(s) and
guantity(s) ordered and ship dates for any ordiexsep for the previous year’s orders.

Color Coding

Color coding (any color) may be required per saspléontractors will prepare necessary copy foorcobding as
designated by ordering courts/agencies.

Sequential Numbering:

Courts and court-related offices may require setiglenumbering on the case file jackets and widlicate so on the
individual purchase orders. Numbers will be minimane-half inch (¥2") to maximum one-inch (1") higllack ink.
Charges are to be stated as cost per thousanduéBtal” is defined as; one number following amottvithout
interruption.

Bar Coding:

Awarded contractor(s) will be required to provide boding of the type identified &ode 39 - Full ASCII, Medium

Resolutionupon any style jacket described in this soliaitati Such bar coding may be accomplished by pgntin
directly on the jacket or by application of a presssensitive label (to be performed by contradgtob)lack ink and in a
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uniform location either on the face of the jackegosset as noted on the purchase order(s).
NOTE: See special bar coding/label requirements for NOIWG! Court, pages 17 - 20 of “Detailed Specs”.
Additional Jacket Options:

Charges for options such as cloth/Tyvek reinforaeiiand/or tie strings shall also be stated aspmrsthousand as
designated in the correct pricing table on the Begponse Form.

*** DETAILED SPECIFICATIONS * * *
Construction:
All seams and corners on all Group | and Groupdkets must be fully gum sealed, thoroughly anchigwsith no
visible openings whatsoever.

Item Descriptions:
Group | - Flat Jackets:

Item A: 9-1/2 x 15" Flat Jacket - 3/4" Full Tdpb Cut (Not Reinforced, No Thumb Cut),
150#, 11 Pt. Stock - Manila

Item Al: 9-1/2 x 15" Flat Jacket - 3/4" Full Topd Cut (Not Reinforced, No Thumb Cut),
150#, 11 Pt. Stock - Assorted Colors

Item B: 9-1/2 x 15" Flat Jacket - 4" Flap (mjn.)
150#, 11 Pt. Stock - Manila

Item B1: 9-1/2 x 15" Flat Jacket - 4" Flap (min.),
150#, 11 Pt. Stock - Assorted Colors

Item C: 9-1/2 x 15" Flat Jacket - 3/4" Full Topb Cut (Not Reinforced, No Thumb Cut),
Sub. 40# Kraft

Item C1: 9-1/2 x 15" Flat Jacket - 3/4" Full TopbTCut (Not Reinforced, No Thumb Cut),
Sub. 40# Kraft - Gray

Item D: 9-1/2 x 14-3/4" Legal Size File Foldez/5 Cut, Left or Right Tab (Reinforced),
150#, 11 Pt. Stock - Manila & AgsorColors,
withOne (1) 2" Bonded Fasteners (Inside - Back, Lafepi

Item D1: 9-1/2 x 14" File Folder - 2/5 Cut, Left Right Tab (Reinforced),
150#, 11 Pt. Stock - Manila & AssarColors,
withOne (1) 2" Bonded Fasteners (Inside - Back, Lafepi

Item D2: 9-1/2 x 15-1/4" File Folder - 2/5 Cut,fLer Right Tab (Reinforced),
150#, 11 Pt. Stock - Manila & AssarColors,
withOne (1) 2" Bonded Fasteners (Inside - Back, Lafepi

Item E: 10 x 15" Flat Jacket - 4" Flap (min.),
150#, 11 Pt. Stock - Manila

Item F: 9-1/2 x 14-3/4" Legal Size File Fold&¥/5 Cut, Left or Right Tab (Reinforced),
150#, 11 Pt. Stock - Assorted Color

Item H: 9-1/2 x 15-1/2" (Overall Dimensions) Elacket - 14-3/4" Full Top Tab Cut (Not Reinforcbd Thumb
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Cut),
3/4 x 8-1/2" Vertical Tab (reinfext by over-lapping seam),
150#, 11 Pt. Stock - Manila
Item H1: 9-1/2 x 15-1/2" Flat Jacket (Overall Dims@ns) - 14-3/4" Full Top Tab Cut (Not Reinforcéihy Thumb
Cut),
3/4 x 8-1/2" Vertical Tab (reinfext by over-lapping seam),
150#, 11 Pt. Stock - Assorted Color

Group Il - Expansion Jackets:

Item [I: 10 x 15 x 2" Expansion Jacket - Full Theo Cut (Not Reinforced, No Thumb Cut),
200#, 15 Pt. Stock - Manila,
2" Exp. Reinforced w/ Eyelets,
Fully Closed & Sealed Corners
Item J: 10 x 15 x 2" Expansion Jacket - 4" Riamn.),
200#, 15 Pt. Stock - Manila,
2" Exp. Reinforced w/ Eyelets,
Fully Closed & Sealed Corners
Item K: 9 x 15 x 2" Expansion Jackets - Full Tiighb Cut (Not Reinforced, No Thumb Cut),
200#, 15 Pt. Stock - Manila,
2" Exp. Reinforced w/ Eyelets,
Fully Closed & Sealed Corners
(For Specially-Sized File Cabinets)
Item L: 9-1/2 x 15 x 2" Expansion Jacket - No B&ut (Even with Front, No Thumb Cut),
200#, 15 Pt. Stock - Manila,
2" Exp. Reinforced w/ Eyelets,
Fully Closed & Sealed Corners
Item M: 9-1/2 x 14-3/4 x 2" Legal Size Expansi@ctket - 1/2" Full Back Cut with ¥2" Extended SidéTalpper
Right or Left Corner),
Red Rope (Manila-Lined with Gusset),
2" EXp.
Fully Closed and Sealed Corners
Item N: Type 3 Pressboard Legal Size, 1-Partikiolder - Overall dimensions 10 x 15-1/4" includir) Extended
Side Tab (Upper Right Corner/Side),
2" Expansion w/ Tyvek Tape Reinfoneat,
Two (2) 2" Bonded Fasteners (Instd&der - Front & Back, Left Side)
Partition - 18 Pt. Kraft w/ One ()Duo Fastener
Item O: 10 x 15 x 5-1/4" Expanding Jacket - 8"Fla
200#, 15 Pt. Stock - Manila,
5-1/4" Exp. with Tyvek Reinforced lwe Gusset,
Two (2) Dividers,
Fully Closed and Sealed Corners,
Grommet Secured Center Elastic Rope/
Item P: 9-1/2 x 11-3/4" x 2" Expanding Folder -&Bail dimensions 9-1/2 x 12-1/4" including 3/4" Emtled Side Tab
(8-1/2", Reinforced, Right Side),
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150#, 11 Pt. Stock - Manila,

Open-sided with Tyvek or Cloth 2"gEx

Center Divider - 11-1/4" x 9-1/4"tivia 1/3 Center Cut Tab,

Two (2) 2" Bonded Fasteners Insidlér (Front & Back, Left Side)
One Duo Fastener on Center Divider

Group Il - New York City Civil Court Jackets:

Important: All pricing for Group Il - NYC Civil Cart jackets is to be presented as a rate per thdwsmad inclusive of
all factors specified (i.e. printing, bar codinggsential numbering, labels. etc.)

Flat Jackets:

CC1:

- 9-1/2 x 15-1/4" Flat Jacket - 3/4" Full Back Mot Reinforced, 3/4 x 3" Thumb Cut),

- 150#, 11 Pt. Stock - Manila

- Sealed on Left & Right Sides with Two (2) 1" Reircing Panels (no visible openings on either sidbottom),

- Printing in Black Ink on Front & Back (2 Face$)ote - Artwork will be supplied with purchase ordby ordering
location

- Printing in Black Ink on Inside Top Center of Baaf Jacket. The following indicators will be praat horizontally as
one sequence of characters: Case Type, Case Fib@&tuDash, Year (ex: Civil Court Case, 026208,lD@808
would appear in this space &/026208-08. Printing will be 1" x 2" and be visible and t¢ered through the thumb
cut on the front of the jacket. Note - Artwork amambering sequence will be supplied with purctasder by
ordering location.

- Jackets to be labeled per “Labels for NYC Ciwdu@” below. Note - Sequential Numbering serieb e supplied
with purchase order by ordering location.

CC1-U (Unnumbered):

- 9-1/2 x 15-1/4" Flat Jacket - 3/4" Full Back Ghiot Reinforced, 3/4 x 3" Thumb Cut)

- 150#, 11 Pt. Stock - Manila

- Sealed on Left & Right Sides with Two (2) 1" Reircing Panels (no visible openings on either sidbottom)

- Printing in Black Ink on Front & Back (2 Face$)ote - Artwork will be supplied with purchase ordby ordering
location.

CC2:

- 9-1/2 x 15-1/4" Flat Jacket - 3/4" Full Back Ghiot Reinforced, 3/4 x 3" Thumb Cut)

- 150#, 11 Pt. Stock - Blue

- Sealed on Left & Right Sides with Two (2) 1" Reircing Panels (no visible openings on either sidbottom)

- Printing in Black Ink on Front & Back (2 Face$)ote - Artwork will be supplied with purchase ordbgy ordering
location.

- Printing in Black Ink on Inside Top Center of Baaf Jacket. The following indicators will be préat horizontally as
one sequence of characters: Case Type, Case Fib@&tuDash, Year (ex: Civil Court Case, 026208,lD@808
would appear in this space &/026208-08. Printing will be 1" x 2" and be visible and ¢ered through the thumb
cut on the front of the jacket. Note - Artwork amambering sequence will be supplied with purctasder by
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ordering location.
- Jackets to be labeled per “Labels for NYC Civil @bbelow. Note - Sequential Numbering series Wwél supplied
with purchase order by ordering location.

CC2-U (Unnumbered):

- 9-1/2 x 15-1/4" Flat Jacket - 3/4" Full Back GMiot Reinforced, 3/4 x 3" Thumb Cut),

- 150 #, 11 Pt. Stock - Blue

- Sealed on Left & Right Sides with Two (2) 1" Reircing Panels (no visible openings on either siddottom)

- Printing in Black Ink on Front & Back (2 Face$)ote - Artwork will be supplied with purchase ordbgy ordering
location.

CCs3:

- 9-1/2 x 15-1/4" Flat Jacket - 3/4" Full Back Gt Reinforced, 3/4 x 3" Thumb Cut)

- 150#, 11 Pt. Stock - Grey

- Sealed on Left & Right Sides with Two (2) 1" Reeircing Panels (no visible openings on either sidbottom)

- Printing in Black Ink on Front & Back (2 Face$)ote - Artwork will be supplied with purchase ordbg ordering
location.

- Printing in Black Ink on Inside Top Center of Baaf Jacket. The following indicators will be préat horizontally as
one sequence of characters: Case Type, Case Rib@&tuDash, Year (ex: Civil Court Case, 026208,lD@808
would appear in this space &/026208-08. Printing will be 1" x 2" and be visible and ¢ered through the thumb
cut on the front of the jacket. Note - Artwork amambering sequence will be supplied with purctasder by
ordering location.

- Jackets to be labeled per “Labels for NYC Civil @bbelow. Note - Sequential Numbering series Wwél supplied
with purchase order by ordering location.

CC3-U (Unnumbered):

- 9-1/2 x 15-1/4" Flat Jacket - 3/4" Full Back GMiot Reinforced, 3/4 x 3" Thumb Cut),

- 150#, 11 Pt. Stock - Grey

- Sealed on Left & Right Sides with Two (2) 1" Reircing Panels (no visible openings on either sidbottom)

- Printing in Black Ink on Front & Back (2 Face$)ote - Artwork will be supplied with purchase ordbgy ordering
location.

Expansion Jackets:

CC4.

- 9-1/2 x 14-3/4 x 2" Expanding Jacket - 3/4" Fdick Cut (Not Reinforced, 3/4 x 3" Thumb Cut)

- 200#, 15 Pt. Stock - Manila

- 2" Exp. with Fully Closed & Sealed Sides (no bisiopenings on either side or bottom)

- 9-1/2 x 15-1/4" Self Tab Glued on Back of Jadkehold strip label (creating a %2" Side Tab and imgloverall
dimensions of jacket - 9-1/2 x 15-1/4"x 2")

- Printing in Black Ink on Frormir Back (1 Face). Note - Artwork will be suppliedtivpurchase order by ordering
location.

- Printing in Black Ink on Inside Top Center of Baaf Jacket. The following indicators will be preat horizontally as
one sequence of characters: Case Type, Case FibétuDash, Year (ex: Civil Court Case, 026208,1)2608
would appear in this space &7026208-08. Printing will be 1" x 2" and be visible and ¢ered through the thumb
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cut on the front of the jacket. Note - Artwork amaimbering sequence will be supplied with purctasder by
ordering location.

- Jackets to be labeled per “Labels for NYC Ciwdu@” below. Note - Sequential Numbering serieb e supplied
with purchase order by ordering location.

CC4-U (Unnumbered):

- 9-1/2 x 14-3/4 x 2" Expanding Jacket - 3/4" Fdick Cut (Not Reinforced, 3/4 x 3" Thumb Cut)

- 200#, 15 Pt. Stock - Manila

- 2" Exp. with Fully Closed & Sealed Sides (no bisiopenings on either side or bottom)

- Printing in Black Ink on Frondr Back (1 Face). Note - Artwork will be suppliedtivpurchase order by ordering
location

CC4A:

- 9-1/2 x 14-3/4 x 2" Expanding Jacket - 3/4" Fdick Cut (Not Reinforced, 3/4 x 3" Thumb Cut)

- 200#, 15 Pt. Stock - Blue

- 2" Exp. with Fully Closed & Sealed Sides (no bisiopenings on either side or bottom)

- 9-1/2 x 15-1/4" Self Tab Glued on Back of Jadkehold strip label (creating a %2" Side Tab and imgloverall
dimensions of jacket - 9-1/2 x 15-1/4"x 2")

- Printing in Black Ink on Frondr Back (1 Face). Note - Artwork will be suppliedtkvpurchase order by ordering
location

- Printing in Black Ink on Inside Top Center of Baaf Jacket. The following indicators will be préat horizontally as
one sequence of characters: Case Type, Case Rib@&tuDash, Year (ex: Civil Court Case, 026208,lD@808
would appear in this space &/026208-08. Printing will be 1" x 2" and be visible and ¢ered through the thumb
cut on the front of the jacket. Note - Artwork amambering sequence will be supplied with purctasder by
ordering location.

- Jackets to be labeled per “Labels for NYC Ciwdu@” below. Note - Sequential Numbering serieb e supplied
with purchase order by ordering location.

CC4A-U (Unnumbered):

- 9-1/2 x 14-3/4 x 2" Expanding Jacket - 3/4" Hdick Cut (Not Reinforced, 3/4 x 3" Thumb Cut)

- 200#, 15 Pt. Stock - Blue

- 2" Exp. with Fully Closed & Sealed Sides (no bisiopenings on either side or bottom)

- Printing in Black Ink on Frondr Back (1 Face). Note - Artwork will be suppliedtivpurchase order by ordering
location

CC5:

- 9-1/2 x 14-3/4 x 4" Expanding Jacket - Full B&&kt (Not Reinforced, 3/4 x 3" Thumb Cut)

- 200#, 15 Pt. Stock - Manila

- 4" Exp. with Fully Closed & Sealed Sides (no bisiopenings on either side or bottom)

- 9-1/2 x 15-1/4" Self Tab Glued on Back of Jadkehold strip label (creating a %2" Side Tab and imgloverall
dimensions of jacket - 9-1/2 x 15-1/4"x 2")

- Printing in Black Ink on Frondr Back (1 Face). Note - Artwork will be suppliedtkvpurchase order by ordering
location

- Printing in Black Ink on Inside Top Center of Baaf Jacket. The following indicators will be préat horizontally as
one sequence of characters: Case Type, Case Fib@&tuDash, Year (ex: Civil Court Case, 026208,lD@808
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would appear in this space &/026208-08. Printing will be 1" x 2" and be visible and ¢ered through the thumb
cut on the front of the jacket. Note - Artwork amaimbering sequence will be supplied with purctasder by
ordering location.

- Jackets to be labeled per “Labels for NYC Ciwiu@” below. Note - Sequential Numbering serieb e supplied
with purchase order by ordering location.

CC5-U (Unnumbered):

- 9-1/2 x 14-3/4 x 4" Expanding Jacket - Full B&&kt (Not Reinforced, 3/4 x 3" Thumb Cut)

- 200#, 15 Pt. Stock - Manila

- 4" Exp. with Fully Closed & Sealed Sides (no bisiopenings on either side or bottom)

- Printing in Black Ink on Frondr Back (1 Face). Note - Artwork will be suppliedtivpurchase order by ordering
location

CCbHA:

- 9-1/2 x 14-3/4 x 4" Expanding Jacket - Full B&ukt (Not Reinforced, 3/4 x 3" Thumb Cut)

- 200#, 15 Pt. Stock - Blue

- 4" Exp. with Fully Closed & Sealed Sides (no bisiopenings on either side or bottom)

- 9-1/2 x 15-1/4" Self Tab Glued on Back of Jadkehold strip label (creating a %2" Side Tab and imgloverall
dimensions of jacket - 9-1/2 x 15-1/4"x 2")

- Printing in Black Ink on Frondr Back (1 Face). Note - Artwork will be suppliedtivpurchase order by ordering
location

- Printing in Black Ink on Inside Top Center of Baaf Jacket. The following indicators will be praat horizontally as
one sequence of characters: Case Type, Case Fib@&tuDash, Year (ex: Civil Court Case, 026208,D@808
would appear in this space &/026208-08. Printing will be 1" x 2" and be visible and ¢ered through the thumb
cut on the front of the jacket. Note - Artwork amaimbering sequence will be supplied with purctasder by
ordering location.

- Jackets to be labeled per “Labels for NYC Civdu@” below. Note - Sequential Numbering serieb e supplied
with purchase order by ordering location.

CC5A-U (Unnumbered):

- 9-1/2 x 14-3/4 x 4" Expanding Jacket - Full B&tkt (Not Reinforced, 3/4 x 3" Thumb Cut)

- 15 Pt. Stock - Blue

- 4" Exp. with Fully Closed & Sealed Sides (no bisiopenings on either side or bottom)

- Printing in Black Ink on Frondr Back (1 Face). Note - Artwork will be suppliedtivpurchase order by ordering
location

Labels for NYC Civil Court:

Please see Exhibit for an example of the label. Example will be iadk and white but samples of the actual color
labels will be available for inspection at the prd-conference.

Labels to include the following “bars”of informatidrom top to bottom:

1. Case File Number Bar:
Bar Color - White
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Size (measured vertically) - 2"

Information to be Printed within Bar - 6-digése file number printed horizontally in black ilNumber will
appear on front and back of label m$hme position. Note - Must contain 6
digits. Leading zeros may be used.

2. Year Indicator Bar:
Bar Color - The color of this bar will changenaially by direction of NYC Civil Court.
Size (measured vertically) - 3/8"
Information to be Printed within Bar - 2-digiar indicator printed horizontally (ex:. 2012 walle 12). Number
will appear on front and back of label in tla@n® position.

3. County/Location Indicator Bar:
Bar Color - The color of this bar will varyoin county to county. See “Anticipated Label Colech&me by
County”.
Size (measured vertically) - 3/8"
Information to be Printed within Bar - Nameaoiunty (or location - Housing Court) printed hontally. Name of
county/location will appear on front and bac¢kadel in the same position.

4. Bar Code/Case Type Indicator Bar:
Bar Color - White
Size (measured vertically) - 2"
Information to be Printed within Bar -
_Front 2-letter case type indicator printed horizontatiyolack ink, one letter atop the other. See “Chgee
Indicators” below for both NYC Civil Couand NYC Housing Court.
_Backbar code printed vertically in black in€g@de 39 - Full ASCII, Medium Resolution, sgar Coding
paragraph, page 11 for further detdi)nderneath the bar code, the following indicateitsalso be
printed vertically in black ink as one seqoe of characters: Case Type, dash, Case Nun#sr, dear,
forward slash, County
(ex: Civil Court Case, 026208, Dash, 2008w York County would appear under the Bar Cagle a
CV-026208-081Y).

5. Large Horizontal Case File Numbers:
Bar Color - Varies by Number. See “Anticigét_abel Color Scheme by Digit” and Note below.
Size - Five (5) 1" boxes printed horizontally front & back of label.
Information to be Printed within Bar - Thesfi4 boxes from top to bottom will contain oneitdginted
horizontally, front & back of label. The tdsox will contain the 2-digit Year also printedriamntally, one digit
atop the other, front & back of label. (Notéor the 2-digit Year, box color will be based be top digit of the
number reading from top to bottom.)

2-Digit Indicator Codes for NYC Civil Court

County Indicators:

New York NY
Bronx BX
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Kings Kl
Queens QU
Richmond RI
Harlem HM

Case Type Indicators:

Civil

Name Change

Cv
NC

Transfer from Supreme TS

2-Digit Indicator Codes for NYC Housing Court

County Type Indicators:

New York NY
Bronx BX
Kings Kl
Queens QuU

Richmond RI

Harlem

HM

Case Type Indicators:

Landlord and Tenant LT

Housing Part

HP

Bid Opening Date: June 15, 2011
Bid Opening Time: 3:00 p.m.

Anticipated Label Color Scheme for Counties/Locatias:

Nogh,rwbdpE

Bronx County Pink

Kings County Brown

New York County Black
Queens County Yellow
Richmond County Orange

Red Hook Justice Center Gray
Harlem Justice Center Lime Green

Anticipated Label Color Scheme by Digit:

A WNEFO

Gray 5
Purple 6
Green 7
Yellow 8
Brown 9

Pink
Blue
Red

Orange

Black
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Bid Response Form

Bidders shall quote their pricing only on, andhe format prescribed on the Bid Response Forntase of bidders
errors in computation, the Unit Price / M will peal

Bidders may submit responses for one, all or amylrar of custom case file jacket groups. Bidderstrquste a price
for all items requested within a Group or indicate Charge” or “N/C”. UCS will consider any blargpaces on the
Equipment Profile/Bid Form where pricing is reqeestto indicate no charge for that specific compmbne

All pricing noted for case file and motion jack&isGroup | and Il on the Bid Response Form mustéteper thousand
(1,000) jackets and include all costs associatéld tlveir production and delivery. Any additionabeheable printing
and options per thousand (1,000) jackets are réggiegparately on the Bid Response Form. All pgiéor Group i

is to be presented as a rate per thousand (1,86K8ts and inclusive of all factors specified (penting, bar coding,
sequential numbering, labels, etc.). All bid psishall be firm for the initial three (3) year c@ut period.
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Bid Response Form - Group |

Page 1 &

Group |, Item A:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 5,000 $
1 Color, 1 Face $ X 79,000 $
1 Color, 2 Faces $ X 215,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 2,000 $
2 Colors, 1 Face $ X 2,000 $
2 Colors, 2 Faces $ | X 171,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost Item A = $
Group |, Iltem Al:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 1,000 $
1 Color, 1 Face $ X 61,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost Iltem Al = $
Group |, Item B:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 3,000 $
1 Color, 1 Face $ X 110,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 80,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost Iltem B = $
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Bid Response Form - Group | Page 2 &
Group |, Item B1:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 1,000 $
1 Color, 1 Face $ X 21,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost ltem B1 = $
Group |, Item C:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 15,000 $
1 Color, 1 Face $ X 43,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost Item C = $
Group |, Item C1.
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 1,000 $
1 Color, 1 Face $ X 3,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000
|_ Total Estimated Annual Cost Item C 1= $
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OCA/CP-185
Case File and Motion Jackets

Bid Opening Date: June 15, 2011
Bid Opening Time: 3:00 p.m.

Bid Response Form - Group |

Page 3 &
Group |, Item D:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 16,000 $
1 Color, 1 Face $ X 1,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost IltemD = $

Group |, Item D1.

Printing Options

Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 1,000 $
1 Color, 1 Face $ X 10,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000
|_ Total Estimated Annual Cost Item D1 = $
Group |, Item D2:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 1,000 $
1 Color, 1 Face $ X 1,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000
|_ Total Estimated Annual Cost Item D2 = $
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OCA/CP-185
Case File and Motion Jackets

Bid Opening Date: June 15, 2011
Bid Opening Time: 3:00 p.m.

Bid Response Form - Group |

Page 4 &

Group |, Item E:

Printing Options Unit Price/M Multiplied By Est. Annu@ty. Est. Annual Cost
Blank - No Printing Requested $ B X 1,000 $
1 Color, 1 Face $ X 19,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 22,000
|_ Total Estimated Annual Cost Item E = $
Group |, Item F:
Printing Options Unit Price/M Multiplied By Est. Annu@ty. Est. Annual Cost
Blank - No Printing Requested $ B X 1,000 $
1 Color, 1 Face $ X 1,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000
|_ Total Estimated Annual Cost Item F = $
Group |, Item H:
Printing Options Unit Price/M Multiplied By Est. Annu@ty. Est. Annual Cost
Blank - No Printing Requested $ B X 1,000 $
1 Color, 1 Face $ X 28,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000
|_ Total Estimated Annual Cost ltemH = $
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OCA/CP-185
Case File and Motion Jackets

Bid Opening Date: June 15, 2011
Bid Opening Time: 3:00 p.m.

Bid Response Form - Group | Page 5 &
Group |, Iltem H1:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 1,000 $
1 Color, 1 Face $ X 28,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ | X 1,000 $
2 Colors, 2 Faces $ | X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
Additional Options for Group |
Item Unit Price / M Multiplied By Est. Annual Qty. Est. Ann ual Cost
Sequential Numbering $ X 208,000 $
Cloth/Tyvek Tape Reinforcement $ X 00a, $
Tie String w/ Circular Tabs or Elastic Ties $ X 1,000 $
Bar Coding $ X 1,000 $
Strip Labels with Bar Coding $ X age, $
Strip Labelswithout Bar Coding $ X 28,000 $
_ Total Estimated Annual Cost of Options = $
Additional Production Fees
Item Unit Price / M Multiplied By Est. Annual Qty. Est. Ann ual Cost
Charge for Changes to Proof after Final
Approval/Post Production $ X 2 $
New Plate Charge $ X 2 $
Total Estimated Annual Cost for Group | :
$ (Total Estimated Annuatt@dltem A - Iltem H1)
+$ (Total Estimated Annuat 6b®ptions )
+$ (Total Estimated Annuat 6badditional Production Fees )
= (Total Estimated Annuat 6b&roup 1)
x3 (Multiplied by 3 - years in Initial Term)
=$ Grand Total Estimated Cost of Group |

Name of Company Print Name and Title
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Date




OCA/CP-185

Case File and Motion Jackets

Bid Opening Date: June 15, 2011
Bid Opening Time: 3:00 p.m.

26

Bid Response Form - Group Il Page 1 db
Group Il, Item I
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 6,000 $
1 Color, 1 Face $ X 12,000 $
1 Color, 2 Faces $ X 6,000 $
1 Color, 2 Faces and Sides $ | X 1,000 $
1 Color, 2 Faces, Sides and Top Rear Inside Edgg $ X 6,000 $
1 Color, 2 Faces, Sides and Top of Flap $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ X 1,000 $
2 Colors, 2 Faces and Sides $ | X 81,000 $
2 Colors, 2 Faces, Sides and Top Rear Inside Edde $ X 6,000 $
2 Colors, 2 Faces, Sides and Top of Flap $ X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000
|_ Total Estimated Annual Cost Item | = $
Group Il, Item J:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 3,000 $
1 Color, 1 Face $ X 12,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 2 Faces and Sides $ | X 1,000 $
1 Color, 2 Faces, Sides and Top Rear Inside Edgg $ X 1,000 $
1 Color, 2 Faces, Sides and Top of Flap $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ X 1,000 $
2 Colors, 2 Faces and Sides $ | X 1,000 $
2 Colors, 2 Faces, Sides and Top Rear Inside Edde $ X 1,000 $
2 Colors, 2 Faces, Sides and Top of Flap $ X 16,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost Item J = $




OCA/CP-185
Case File and Motion Jackets

Bid Opening Date: June 15, 2011
Bid Opening Time: 3:00 p.m.

Bid Response Form - Group Il Page 2 db
Group I, ltem K:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 1,000 $
1 Color, 1 Face $ X 1,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 2 Faces and Sides $ | X 1,000 $
1 Color, 2 Faces, Sides and Top Rear Inside Edgg $ X 1,000 $
1 Color, 2 Faces, Sides and Top of Flap $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ X 1,000 $
2 Colors, 2 Faces and Sides $ | X 1,000 $
2 Colors, 2 Faces, Sides and Top Rear Inside Edde $ X 1,000 $
2 Colors, 2 Faces, Sides and Top of Flap $ X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost ltem K = $
Group Il, Item L.
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 4,000 $
1 Color, 1 Face $ X 1,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 2 Faces and Sides $ | X 2,000 $
1 Color, 2 Faces, Sides and Top Rear Inside Edgg $ X 3,000 $
1 Color, 2 Faces, Sides and Top of Flap $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 7,000 $
2 Colors, 2 Faces $ X 1,000 $
2 Colors, 2 Faces and Sides $ | X 17,000 $
2 Colors, 2 Faces, Sides and Top Rear Inside Edde $ X 1,000 $
2 Colors, 2 Faces, Sides and Top of Flap $ X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost ltem L = $
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OCA/CP-185
Case File and Motion Jackets

Bid Opening Date: June 15, 2011
Bid Opening Time: 3:00 p.m.

Bid Response Form - Group Il

Page 3 db

28

Group Il, Item M:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 1,000 $
1 Color, 1 Face $ X 11,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 2 Faces and Sides $ | X 1,000 $
1 Color, 2 Faces, Sides and Top Rear Inside Edgg $ X 1,000 $
1 Color, 2 Faces, Sides and Top of Flap $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ X 1,000 $
2 Colors, 2 Faces and Sides $ | X 1,000 $
2 Colors, 2 Faces, Sides and Top Rear Inside Edde $ X 1,000 $
2 Colors, 2 Faces, Sides and Top of Flap $ X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost ltem M = $
Group Il, Item N:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 14,000 $
1 Color, 1 Face $ X 1,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 2 Faces and Sides $ | X 1,000 $
1 Color, 2 Faces, Sides and Top Rear Inside Edgge $ X 1,000 $
1 Color, 2 Faces, Sides and Top of Flap $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 10,000 $
2 Colors, 2 Faces $ X 1,000 $
2 Colors, 2 Faces and Sides $ | X 1,000 $
2 Colors, 2 Faces, Sides and Top Rear Inside Edde $ X 1,000 $
2 Colors, 2 Faces, Sides and Top of Flap $ X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost Iltem N = $




OCA/CP-185
Case File and Motion Jackets

Bid Opening Date: June 15, 2011
Bid Opening Time: 3:00 p.m.

Bid Response Form - Group Il Page 4 db
Group I, Item O:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 1,000 $
1 Color, 1 Face $ X 1,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 2 Faces and Sides $ | X 1,000 $
1 Color, 2 Faces, Sides and Top Rear Inside Edgg $ X 1,000 $
1 Color, 2 Faces, Sides and Top of Flap $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ X 1,000 $
2 Colors, 2 Faces and Sides $ | X 1,000 $
2 Colors, 2 Faces, Sides and Top Rear Inside Edde $ X 1,000 $
2 Colors, 2 Faces, Sides and Top of Flap $ X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost Iltem O = $
Group I, ltem P:
Printing Options Unit Price/M Multiplied By Est. AnnuQty. Est. Annual Cost
Blank - No Printing Requested $ | X 31,000 $
1 Color, 1 Face $ X 1,000 $
1 Color, 2 Faces $ X 1,000 $
1 Color, 2 Faces and Sides $ | X 1,000 $
1 Color, 2 Faces, Sides and Top Rear Inside Edgge $ X 1,000 $
1 Color, 2 Faces, Sides and Top of Flap $ X 1,000 $
1 Color, 1 Face and Top Rear Inside Edge $ X 1,000 $
2 Colors, 1 Face $ X 1,000 $
2 Colors, 2 Faces $ X 1,000 $
2 Colors, 2 Faces and Sides $ | X 1,000 $
2 Colors, 2 Faces, Sides and Top Rear Inside Edde $ X 1,000 $
2 Colors, 2 Faces, Sides and Top of Flap $ X 1,000 $
2 Colors, 1 Face and Top Rear Inside Edge $ X 1,000 $
|_ Total Estimated Annual Cost ltem P = $
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OCA/CP-185
Case File and Motion Jackets

Additional Options for Group Il

Bid Opening Date: June 15, 2011
Bid Opening Time: 3:00 p.m.

Bid Response Form - Group Il

Page 5 0%

Item Unit Price / M Multiplied By Est. Annual Qty. Est. Ann ual Cost
Sequential Numbering $ X 116,000 $
Cloth/Tyvek Tape Reinforcement $ X ,0a $
Tie String w/ Circular Tabs or Elastic Ties $ X 1,000 $
Bar Coding $ X 1,000 $
Strip Labels with Bar Coding $ X 29,0 $
Strip Labelswithout Bar Coding $ X 97,000 $
_ Total Estimated Annual Cost of Options = $
Additional Production Fees
Item Unit Price / M Multiplied By Est. Annual Qty. Est. Ann ual Cost
Charge for Changes to Proof after Final
Approval/Post Production $ X 2 $
New Plate Charge $ X 2 $
Total Estimated Annual Cost for Group |l
$ (Total Estimated Annuat@dltem | - Item P)
+$ (Total Estimated Annuat 6b®ptions )
+$ (Total Estimated Annuat 6badditional Production Fees )
= (Total Estimated Annuat 6b&roup 1)
x3 (Multiplied by 3 - years in Initial Term)
=$ Grand Total Estimated Cost of Group I

Name of Company

Print Name and Title
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OCA/CP-185 Bid Opening Date: June 15, 2011
Case File and Motion Jackets Bid Opening Time: 3:00 p.m.
Bid Response Form - Group lll Page 1 of 1
Group Il
Item Unit Price / M Multiplied By Est. Annual Qty. Est. Annual Cost
CcC1 $ X 326,000 $
CCi1-u $ X 400 $
cC2 $ X 520,000 $
CC2-u $ X 50 $
CC3 $ X 7,000 $
CC3-uU $ X 1,000 $
CC4 $ X 1,000 $
CC4-uU $ X 1,000 $
CC4A $ X 5,000 $
CC4A-U $ X 1,000 $
CC5 $ X 1,000 $
CC5-U $ X 1,000 $
CC5A $ X 1,000 $
CC5A-U $ X 1,000 $
|_ Total Annual Cost of Group Il = $

Additional Production Fees

Item Unit Price / M Multiplied By Est. Annual Qty. Est. Ann ual Cost

Charge for Changes to Proof after Final

Approval/Post Production $ X 2

New Plate Charge $ X 2 $
Total Estimated Annual Cost for Group Il

$ (Total Estimated Annualt @bltem CC1 - ltem CC5A-U)
+$ N/A (Total Estimated Annual G¥<Dptions )
+$ (Total Estimated Annuat 6bAdditional Production Fees )
= (Total Estimated Annuat Gb&roup lI)
x 3 (Multiplied by 3 - years in Initial Term)

=$ Grand Total Estimated Cost of Group I

Name of Company Print Name and Title
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