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PRINTING SPECIFICATIONS
OPEN END CONTRACT

WEST VIRGINIA CORPORATION NET INCOME / BUSINESS FRANCHISE TAX
INSTRUCTIONS AND FORMS BOOKLET WITH ADDRESS LABELS.

ESTIMATED QUANTITY: 35,000
OVERVIEW:

The purpose of this apen end contract is to secure the printing and mailing of the
Corporation Net Income Tax/Business Franchise Tax instructions and Forms booklet. This
requisition is divided into iwo sections: Section 1 - Printing: and Section 2 ~ Mailing.
Printing prices and mailing prices are to'be quoted separately, Separate unit price (per
thousand) is reguested on the printing. Separate unit price (per piece) is requested onthe
mailing. Successful vendor must obtain bulk rate permit number at post office if other than
Charleston, WV. Price for permit and any annual charges must be itemijzed and are fobe
included in this bid. All postage will ke paid by the State Tax Department. The remainder
s to be delivered o the State Tax Department FOB destination with all shipping charges
being included in the print price,

Files are encrypted using PGP and thenare FTP'dto a secured server provided by vendor
or CD ROM/ ZIP DISCS 100MB will be furnished to the vendor, containing the addressing
information necessary to prepare labels. Any other use of the information electronically
transmitted, contained on the CD ROM/ ZIP DISCS 100MB, conversions o copies thereof,
is strictly prohibited. Al CD ROM/ZIP DISCS 100 MB must be returned to the State Tax
Department within thirty (30) days from the mailing of the packets. Vendor is required to
convert the information provided by the State Tax Depariment into their required formats.

AWARD:

This requisition will be awarded to the vendor that results in the State Tax Depariment
incurring the least cost for printing and mailing of these bookisis,

SECTION 1: PRINTING SPECIFICATIONS

PDE version of all files including barcodes will be supplied to successful vendor after
award, ‘

All versions of the forms must contain a revision date.
Booklet is fo be flat size 17" X 117, folded to 8 1/2" X 11", Binding is to be saddle stitched

with staples at the fold. The finished booklet is to weigh no more than 4 ounces. Further
paper specifications are as follows:
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28 printed pagss 504 white commodity offset ox equal -~
brand reference: Springhill Offset, minimum brightness
75, and minimum opacity 84.

(Book pages 1 & 2, 11 through 34,and 43 & 44)

16 pages 30% newsprint - proposed stock must have
appropriate opacity to minimize “show—through” of
printing on reverse sides of sheet. '
Minimum brightness 56, minimum opacity 89.

(book pages 3 through 10 and 35 through 42)

Composition — A sample booklet prepared in Adobe ACROBAT 8 Professional and printed
oh a 300 DPl HP LASERJET 4700 DTN laser printer will be fumished by the Internal
Audiiing Division. Additional PageMaker 7.0 files are avaitable for use by the vendor,
vendor i required to furnish all composition. Materfals furnished may not necessarily be
the exact size desired. Vendoris expected o assist In the composition and layout of the
booklet,

The booklet is to be typeset with the same type fonts throughout and printed in black ink
and dropout orenge PMS 1585, shaded areas black 10% tint. The font used in the sample
booklef is ARIAL. :

All form pages within the booklet reguire a full-fength vertical petforation 8 %" from the
trimmed edge to fall within the gutter of the booklet, Successful vendor must guaraniee

thai packet will remain intact under nonmal handling and mailing conditions. The
petforations must allow for the pasy removal of forms without tearing them but must not
allow pages to fall outin normal handling and labeling operations. Thig should be
consistent throughout the run. Detached size must remain 8-1 {250 % 117 +/-1{16" and
the printed text area must remain an 7.8” X 107,

Successful bidder must contact Beulah Matheny, Internal Auditing Division, 1001 Lee
Street East, Charleston, West Virginia, 25301, telephone number 304-558-8634

. immediately after award of bid and prior to any proofs being prepared to receive and

discuss "final copy”.

Two copies of proofs are required within 10 working days, or some other time frame
acceptable to the State Tax Department, from the date of the purchase order stafing the
exact quantity to be ordered. One copy of the proofs will be returned to the printer within
10 working days of the date received indicating approval or required corrections. Corrected
proofs, if necessary, must be furnishied to the State Tax Department. Prior to printing the
booklets, printer must furnish a blue-fiine proof (actual mockup) for final approval.
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The State Tax Department reserves the right to nvake any changes or corrections to proafs
required by the Secretary's, Tax Commissioner's, or Legislature's directive before final
approval without cost to the Department.

If any part of this job is sub-contracted, the bidding vendor remains responsibie for
meeting the requirements of this bid through the sub-contracior.

All printing matfer is to be boxed and palietized (when applicable), each box not to exceed
40 LBS, in weight and 100 inches in girth. Each boxisto be labeled as to form name, tofal
forms per box and the year from the front of the packet.

Delivery of this arder (except for packets needed for the January mailing by the vendor
selected to mail the packets) must be made to the State Tax Department's warehouse at
1315 Hansford Street, Charleston, West Virginia, 25301, on or before January 20, 2008.
Successful bidder js to contact Beulah Matheny at 304-568-8634 to find out the quantities
to be delivered to the Department's Warehouse and fhe quantities to be held for January
mailing.

According to West Virginia State Code §5A-3-4(8), the successful bidder agrees that
liquidated damages shall be imposed at the rate of $1,000.00 per day for failure to provide
deliverables, meet goals identified to keep the projecton target or failure fo meet specified
deadlines. This clause shall in no way be considered exclusive and shall not limit the State
of West Virginia or the State Tax Department’s fight to pursue any other additional remedy
to which the State of West Virginia or the State Tax Department may have legal cause for
action including further damages and penalties against the successful bidder,

Forms are to be shipped FOB destination,
SECTION 2: MAILING SPECIFICATIONS

Mailing services includes the preparation of address labels (Avery ltem 5960, 17 X 2-5/8”,
or equivalent), that will be supplied by the vendor, based upon data supplied by the
Department from the Department’s database. The Department will supply the information
to be printed on the labels via encrypted files using PGP and then FTP'd to a secwred
server provided by the vendor or on CD ROM/ZIP DISCS 100MB, with file layout. The
Mailer must be U.S, Postal Service CASS certified ang have current database for inclusion
of ZIP +4, carrier route # and postnet bar codes in the address labels. The mailer must
take the Departments data and convert it to zip +4 carder route presort with the
appropriate information printed on the label.

Quantities fisted in this section for mailing are estimated based upon the number of
accounts on record with the Internal Auditing Division at the time these specifications were
prepared. The actual quantities are governed by the Division's record of taxpayers tobe
mailed returns at the time the maifing tapes are cut.

Estimated quaniity: 25,000 booklets and 25,000 iabels

&
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Mailer must produce 1 set of labels from the supplied State Tax Department database.
This part of the mailing will involve approximately 25,000 bookléts, The address labels are
io be affixed to the outside cover of the tax booklet. Note: outside label must not show
the identification number above the name.

Vendor will then take the labeled booklets and separate, fie, sack and prepare them for
mailing in accordance with postal regulations as required at a date to be determined by the
State Tax Department between January 20, 2000 through January 31, 2009. Alladdresses
that qualify are to be mailed at the carrier route postage rate with the residual mailed atthe
lowest rate possible,

Postage will be paid by the Department. The Depattment's bulk rate postage permit
number is printed on the booklets.

If the matler desires to use a post office other than Charleston, West Virginia, they should
disclose the logation in their bid. Successiul vendor must then obtain Bulk Rate Permit
number at that location and advise the depariment of the number for inclusion on the

postal indicia. Price for permit at the alterhate location and any annual charges must he

itemized and are ta be included in this bid,

The mailer must beav any cost resulting from postal damage or mistakes in the mailing
process.

All CD ROM/ZIP BISCS 100 MB must be refurned to the State Tax Department within 30
days,

Al files, hegatives, plates and camera-ready material shall beoome the property of {he
State of Wes! Virginia and shall be mailed or delivered to the State Tax Department when
ptinting is completed.

Any correspondence and invoices must Include the State Tax Department purchase order
number. :

Successiul vendor is to contact Beulah Matheny, Internal Auditing Division, 1001 Lee
Street East, Charleston, West Virginia, 25301, telephone 304-558-8634 as soon as the bid
is awarded so that labeling and mailing schedules can be developed.

NOTE: OVERRUNS WILL BE ACCEPTED BUT NOT PAID FOR. UNDERRUNS ARE
UNACCEPTABLE.
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