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INSTRUCTIONS TO VENDORS SUBMITTING BIDS

1. REVIEW DOCUMENTS THOROUGHLY: The attached documents contain a solicitation for bids.
Please read these instructions and all documents attached in their entirety. These instructions provide
critical information about requirements that if overlooked could lead to disqualification of a Vendor’s
bid. All bids must be submitted in accordance with the provisions contained in these instructions and
the Solicitation. Failure to do so mayresult in disqualification of Vendor’s bid.

2. MANDATORY TERMS: The Solicitation may contain mandatory provisions identified by the use of
the words “must,” “will,” and “shall.” Failure to comply with a mandatory term in the Solicitation will
result in bid disqualification.

3. PREBID MEETING: The item identified below shall applyto this Solicitation.

ZI A pre-bid meeting will not be held prior to bid opening,

A NON-MANDATORY PRE-BID meeting will be held at the following place and time:

A MANDATORY PRE-BID meeting will be held at the following place and time:

All Vendors submitting a bid must attend the mandatory pre-bid meeting, Failure to attend the
mandatory pre-bid meeting shall result in disqualification of the Vendor’s bid. No one person attending
the pre-bid meeting may represent more than one Vendor.

An attendance sheet provided at the pre-bid meeting shall serve as the official document verifying
attendance. The State will not accept any other form of proof or documentation to verify attendance.
Any person attending the pre-bid meeting on behalf of a Vendor must list on the attendance sheet his
or her name and the name of the Vendor he or she is representing, Additionally, the person attending
the pre-bid meeting should include the Vendor’s E-Mail address, phone number, and Fax number on
the attendance sheet. It is the Vendor’s responsibility to locate the attendance sheet and provide the
required information. Failure to complete the attendance sheet as required may result in
disqualification of Vendor’s bid.
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All Vendors should arrive prior to the starting time for the pre-bid. Vendors who arrive after the
starting time but prior to the end of the pre-bid will be permitted to sign in, but are charged with
knowing all matters discussed at the pre-bid.

Questions submitted at least five business days prior to a scheduled pre-bid will be discussed at the pre-
bid meeting if possible. Any discussions or answers to questions at the pre-bid meeting are preliminary
in nature and are non-binding. Official and binding answers to questions will be published in a written
addendum to the Solicitation prior to bid opening,.

4. VENDOR QUESTION DEADLINE: Vendors may submit questions relating to this Solicitation to the
Purchasing Division. Questions must be submitted in writing. All questions must be submitted on or
before the date listed below and to the address listed below in order to be considered. A written
response will be published in a Solicitation addendum if a response is possible and appropriate. Non-
written discussions, conversations, or questions and answers regarding this Solicitation are preliminary

in nature and are non-binding,

Question Submission Deadline: January 31, 2014 - end of business

Submit Questions to: Evelyn P. Melton
2019 Washington Street, East

Charleston, WV 25305
Fax: 304-558-4115

Email: gvelyn.p.melton@wv.gov

S. VERBAL COMMUNICATION: Any verbal communication between the Vendor and any State
personnel is not binding, including that made at the mandatory pre-bid conference. Only information
issued in writing and added to the Solicitation by an official written addendum by the Purchasing

Division is binding.

6. BID SUBMISSION: All bids must be signed and delivered by the Vendor to the Purchasing Division
at the address listed below on or before the date and time of the bid opening. Any bid received by the
Purchasing Division staff is considered to be in the possession of the Purchasing Division and will not
be returned for anyreason. The bid deliveryaddress is:

Department of Administration, Purchasing Division

2019 Washington Street East
Charleston, WV 25305-0130
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The bid should contain the information listed below on the face of the envelope or the bid maynot be
considered:
SEALED BID
BUYER:
SOLICITATION NO.:
BID OPENING DATE:
BID OPENING TIME:

FAX NUMBER:

In the event that Vendor is responding to a request for proposal, the Vendor shall submit one original
technical and one original cost proposal plus convenience copies of each to the Purchasing
Division at the address shown above. Additionally, the Vendor should identifythe bid type as either a
technical or cost proposal on the face of each bid envelope submitted in response to a request for
proposal as follows:

BID TYPE: Technical
Cost

7. BID OPENING: Bids submitted in response to this Solicitation will be opened at the location
identified below on the date and time listed below. Delivery of a bid after the bid opening date and time
will result in bid disqualification. For purposes of this Solicitation, a bid is considered delivered when
time stamped bythe official Purchasing Division time clock.

Bid Opening Date and Time: February 19, 2014 - Wednesday @ 1:30 P.M.

Bid Opening Location: Department of Administration, Purchasing Division
2019 Washington Street East
Charleston, WV 25305-0130

8. ADDENDUM ACKNOWLEDGEMENT: Changes or revisions to this Solicitation will be made by
an official written addendum issued by the Purchasing Division. Vendor should acknowledge receipt of
all addenda issued with this Solicitation by completing an Addendum Acknowledgment Form, a copy of
which is included herewith. Failure to acknowledge addenda may result in bid disqualification. The
addendum acknowledgement should be submitted with the bid to expedite document processing.

9. BID FORMATTING: Vendor should type or electronically enter the information onto its bid to

prevent errors in the evaluation. Failure to type or electronically enter the information may result
in bid disqualification.
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GENERAL TERMS AND CONDITIONS:

1. CONTRACTUAL AGREEMENT: Issuance of a Purchase Order signed by the Purchasing Division
Director, or his designee, and approved as to form by the Attorney General’s office constitutes
acceptance of this Contract made by and between the State of West Virginia and the Vendor. Vendor’s
signature on its bid signifies Vendor’s agreement to be bound by and accept the terms and conditions
contained in this Contract.

2. DEFINITIONS: As used in this Solicitation/Contract, the following terms shall have the meanings
attributed to them below. Additional definitions may be found in the specifications included with this
Solicitation/Contract.

2.1 “Agency” or “Agencies” means the agency, board, commission, or other entity of the State of
West Virginia that is identified on the first page of the Solicitation or any other public entity
seeking to procure goods or services under this Contract.

2.2 “Contract” means the binding agreement that is entered into between the State and the Vendor
to provide the goods and services requested in the Solicitation.

2.3 “Director” means the Director of the West Virginia Department of Administration, Purchasing
Division.

2.4 “Purchasing Division” means the West Virginia Department of Administration, Purchasing
Division.

2.5 “Purchase Order” means the document signed by the Agency and the Purchasing Division, and
approved as to form by the Attorney General, that identifies the Vendor as the successful bidder
and Contract holder.

2.6 “Solicitation” means the official solicitation published by the Purchasing Division and identified
by number on the first page thereof.

2.7 “State” means the State of West Virginia and/or any of its agencies, commissions, boards, etc.
as context requires.

2.8 “Vendor” or “Vendors” means any entity submitting a bid in response to the Solicitation, the

entity that has been selected as the lowest responsible bidder, or the entity that has been awarded
the Contract as context requires.
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3. CONTRACT TERM; RENEWAL; EXTENSION: The term of this Contract shall be determined in
accordance with the category that has been identified as applicable to this Contract below:

v

Revised 10/02/2013

Term Contract
Initial Contract Term: This Contract becomes effective on upon award
and extends for a period of one (1) year(s).

Renewal Term: This Contract may be renewed upon the mutual written consent of the
Agency, and the Vendor, with approval of the Purchasing Division and the Attorney
General’s office (Attorney General approval is as to form only). Any request for renewal
must be submitted to the Purchasing Division Director thirty (30) days prior to the expiration
date of the initial contract term or appropriate renewal term. A Contract renewal shall be in
accordance with the terms and conditions of the original contract. Renewal of this Contract
is limited to two (2) successive one (1) year periods. Automatic renewal of
this Contract is prohibited. Notwithstanding the foregoing, Purchasing Division approval is
not required on agency delegated or exempt purchases. Attorney General approval may be
required for vendor terms and conditions.

Reasonable Time Extension: At the sole discretion of the Purchasing Division Director,
and with approval from the Attorney General’s office (Attorney General approval is as to
form only), this Contract may be extended for a reasonable time after the initial Contract
term or after any renewal term as may be necessary to obtain a new contract or renew this
Contract. Any reasonable time extension shall not exceed twelve (12) months. Vendor may
avoid a reasonable time extension by providing the Purchasing Division Director with written
notice of Vendor’s desire to terminate this Contract 30 days prior to the expiration of the then
current term. During any reasonable time extension period, the Vendor may terminate this
Contract for any reason upon giving the Purchasing Division Director 30 days written notice.
Automatic extension of this Contract is prohibited. Notwithstanding the foregoing,
Purchasing Division approval is not required on agency delegated or exempt purchases, but
Attorney General approval may be required.

Release Order Limitations: In the event that this contract permits release orders, a release
order may only be issued during the time this Contract is in effect. Any release order issued
within one year of the expiration of this Contract shall be effective for one year from the date
the release order is issued. No release order may be extended beyond one year after this
Contract has expired.

Fixed Period Contract: This Contract becomes effective upon Vendor’s receipt of the notice to
proceed and must be completed within days.



One Time Purchase: The term of this Contract shall run from the issuance of the Purchase
Order until all of the goods contracted for have been delivered, but in no event shall this Contract
extend for more than one fiscal year.

Other: See attached.

4. NOTICE TO PROCEED: Vendor shall begin performance of this Contract immediately upon
receiving notice to proceed unless otherwise instructed by the Agency. Unless otherwise specified, the
fully executed Purchase Order will be considered notice to proceed

5. QUANTITIES:  The quantities required under this Contract shall be determined in accordance with
the category that has been identified as applicable to this Contract below.

lv¥/] Open End Contract: Quantities listed in this Solicitation are approximations only, based on
estimates supplied by the Agency. It is understood and agreed that the Contract shall cover the
quantities actually ordered for delivery during the term of the Contract, whether more or less
than the quantities shown.

| Service: The scope of the service to be provided will be more clearly defined in the
specifications included herewith.

| Combined Service and Goods: The scope of the service and deliverable goods to be provided
will be more clearly defined in the specifications included herewith.

One Time Purchase: This Contract is for the purchase of a set quantity of goods that are
identified in the specifications included herewith. Once those items have been delivered, no
additional goods may be procured under this Contract without an appropriate change order
approved by the Vendor, Agency, Purchasing Division, and Attorney General’s office.

6. PRICING: The pricing set forth herein is firm for the life of the Contract, unless specified elsewhere
within this Solicitation/Contract by the State. A Vendor’s inclusion of price adjustment provisions in its
bid, without an express authorization from the State in the Solicitation to do so, may result in bid
disqualification.

7. EMERGENCY PURCHASES: The Purchasing Division Director may authorize the Agency to
purchase goods or services in the open market that Vendor would otherwise provide under this Contract
if those goods or services are for immediate or expedited delivery in an emergency. Emergencies shall
include, but are not limited to, delays in transportation or an unanticipated increase in the volume of
work. An emergency purchase in the open market, approved by the Purchasing Division Director, shall
not constitute of breach of this Contract and shall not entitle the Vendor to any form of compensation or
damages. This provision does not excuse the State from fulfilling its obligations under a One Time
Purchase contract.

8. REQUIRED DOCUMENTS: All of the items checked below must be provided to the Purchasing
Division by the Vendor as specified below.
Revised 10/02/2013
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BID BOND: All Vendors shall furnish a bid bond in the amount of five percent (5%) of the
total amount of the bid protecting the State of West Virginia. The bid bond must be submitted
with the bid.

PERFORMANCE BOND: The apparent successful Vendor shall provide a performance bond
in the amount of . The performance bond must be
issued and received by the Purchasing Division prior to Contract award. On construction
contracts, the performance bond must be 100% of the Contract value.

LABOR/MATERIAL PAYMENT BOND: The apparent successful Vendor shall provide a
labor/material payment bond in the amount of 100% of the Contract value. The labor/material
payment bond must be issued and delivered to the Purchasing Division prior to Contract award.

In lieu of the Bid Bond, Performance Bond, and Labor/Material Payment Bond, the Vendor may provide
certified checks, cashier’s checks, or irrevocable letters of credit. Any certified check, cashier’s check,
or irrevocable letter of credit provided in lieu of a bond must be of the same amount and delivered on the
same schedule as the bond it replaces. A letter of credit submitted in lieu of a performance and
labor/material payment bond will only be allowed for projects under $100,000. Personal or business
checks are not acceptable.

CJ

(]
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MAINTENANCE BOND: The apparent successful Vendor shall provide a two (2) year
maintenance bond covering the roofing system. The maintenance bond must be issued and
delivered to the Purchasing Division prior to Contract award.

WORKERS’ COMPENSATION INSURANCE: The apparent successful Vendor shall have
appropriate workers” compensation insurance and shall provide proof thereof upon request.

INSURANCE: The apparent successful Vendor shall furnish proof of the following insurance
prior to Contract award and shall list the state as a certificate holder:

Commercial General Liability Insurance:
or more.

Builders Risk Insurance: builders risk — all risk insurance in an amount equal to
100% of the amount of the Contract.
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The apparent successful Vendor shall also furnish proof of any additional insurance requiréments
contained in the specifications prior to Contract award regardless of whether or not that
insurance requirement is listed above.

| LICENSE(S) / CERTIFICATIONS / PERMITS: In addition to anything required under the
Section entitled Licensing, of the General Terms and Conditions, the apparent successful Vendor
shall furnish proof of the following licenses, certifications, and/or permits prior to Contract
award, in a form acceptable to the Purchasing Division.

The apparent successful Vendor shall also furnish proof of any additional licenses or certifications
contained in the specifications prior to Contract award regardless of whether or not that
requirement is listed above.

9. LITIGATION BOND: The Director reserves the right to require any Vendor that files a protest of an
award to submit a litigation bond in the amount equal to one percent of the lowest bid submitted or
$5,000, whichever is greater. The entire amount of the bond shall be forfeited if the hearing officer
determines that the protest was filed for frivolous or improper purpose, including but not limited to, the
purpose of harassing, causing unnecessary delay, or needless expense for the Agency. All litigation
bonds shall be made payable to the Purchasing Division. I lieu of a bond, the protester may submit a
cashier’s check or certified check payable to the Purchasing Division. Cashier’s or certified checks will
be deposited with and held by the State Treasurer’s office. If it is determined that the protest has not
been filed for frivolous or improper purpose, the bond or deposit shall be returned in its entirety.

10. ALTERNATES: Any model, brand, or specification listed herein establishes the acceptable level of
quality only and is not intended to reflect a preference for, or in any way favor, a particular brand or
vendor. Vendors may bid alternates to a listed model or brand provided that the alternate is at least
equal to the model or brand and complies with the required specifications. The equality of any alternate
being bid shall be determined by the State at its sole discretion. Any Vendor bidding an alternate model
or brand should clearly identify the alternate items in its bid and should include manufacturer’s
specifications, industry literature, and/or any other relevant documentation demonstrating the equality of
the alternate items. Failure to provide information for alternate items may be grounds for rejection of a
Vendor’s bid.

11. EXCEPTIONS AND CLARIFICATIONS: The Solicitation contains the specifications that shall form
the basis of a contractual agreement. Vendor shall clearly mark any exceptions, clarifications, or
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other proposed modifications in its bid. Exceptions to, clarifications of, or modifications of a requirement
or term and condition of the Solicitation may result in bid disqualification.

12. LIQUIDATED DAMAGES: Vendor shall pay liquidated damages in the amount
$ 1,000.00 per day for failure to meet delivery deadline.

This clause shall in no way be considered exclusive and shall not limit the State or Agency’s right to
pursue any other available remedy.

13. ACCEPTANCE/REJECTION: The State may accept or reject any bid in whole, or in part. Vendor’s
signature on its bid signifies acceptance of the terms and conditions contained in the Solicitation and
Vendor agrees to be bound by the terms of the Contract, as reflected in the Purchase Order, upon receipt.

14. REGISTRATION:  Prior to Contract award, the apparent successful Vendor must be properly
registered with the West Virginia Purchasing Division and must have paid the $125 fee if applicable.

15. COMMUNICATION LIMITATIONS: In accordance with West Virginia Code of State Rules §148-
1-6.6, communication with the State of West Virginia or any of its employees regarding this Solicitation
during the solicitation, bid, evaluation or award periods, except through the Purchasing Division, is
strictly prohibited without prior Purchasing Division approval. Purchasing Division approval for such
communication is implied for all agency delegated and exempt purchases.

16. FUNDING: This Contract shall continue for the term stated herein, contingent upon funds being
appropriated by the Legislature or otherwise being made available. In the event funds are not appropriated
or otherwise made available, this Contract becomes void and of no effect beginning on July 1 of the fiscal
year for which funding has not been appropriated or otherwise made available.

17. PAYMENT: Payment in advance is prohibited under this Contract. Payment may only be made after
the delivery and acceptance of goods or services. The Vendor shall submit invoices, in arrears, to the
Agency at the address on the face of the purchase order labeled “Invoice To.”

18. UNIT PRICE: Unit prices shall prevail in cases of a discrepancy in the Vendor’s bid.
19. DELIVERY: All quotations are considered freight on board destination (“F.O.B. destination™) unless
alternate shipping terms are clearly identified in the bid. Vendor’s listing of shipping terms that

contradict the shipping terms expresslyrequired by this Solicitation mayresult in bid disqualification.

20. INTEREST: Interest attributable to late payment will only be permitted if authorized by the West
Virginia Code. Presently, there is no provision in the law for interest on late payments.

21. PREFERENCE: Vendor Preference may only be granted upon written request and only in accordance

with the West Virginia Code § 5A-3-37 and the West Virginia Code of State Rules. A Resident Vendor
Certification form has been attached hereto to allow Vendor to apply for the preference. Vendor’s
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failure to submit the Resident Vendor Certification form with its bid will result in denial of Vendor
Preference. Vendor Preference does not applyto construction projects.

22. SMALL, WOMEN-OWNED, OR MINORITY-OWNED BUSINESSES: For any solicitations
publicly advertised for bid on or after July 1, 2012, in accordance with West Virginia Code §5A-3-
37(a)(7) and W. Va. CSR § 148-22-9, any non-resident vendor certified as a small, women-owned, or
minority-owned business under W. Va. CSR § 148-22-9 shall be provided the same preference made
available to any resident vendor. Any non-resident small, women-owned, or minority-owned business
must identify itself as such in writing, must submit that writing to the Purchasing Division with its bid,
and must be properly certified under W. Va. CSR § 148-22-9 prior to submission of its bid to receive the
preferences made available to resident vendors. Preference for a non-resident small, women-owned, or
minorityowned business shall be applied in accordance with W, Va. CSR § 148-22-9.

23. TAXES: The Vendor shall pay any applicable sales, use, personal property or any other taxes arising
out of this Contract and the transactions contemplated thereby. The State of West Virginia is exempt
from federal and state taxes and will not pay or reimburse such taxes.

24, CANCELLATION: The Purchasing Division Director reserves the right to cancel this Contract
immediately upon written notice to the vendor if the materials or workmanship supplied do not conform
to the specifications contained in the Contract. The Purchasing Division Director may cancel any
purchase or Contract upon 30 days written notice to the Vendor in accordance with West Virginia Code
of State Rules § 148-1-7.16.2.

25. WAIVER OF MINOR IRREGULARITIES: The Director reserves the right to waive minor
irregularities in bids or specifications in accordance with West Virginia Code of State Rules § 148-1-4.6.

26. TIME: Time is of the essence with regard to all matters of time and performance in this Contract.

27. APPLICABLE LAW: This Contract is governed by and interpreted under West Virginia law without
giving effect to its choice of law principles. Any information provided in specification manuals, or any
other source, verbal or written, which contradicts or violates the West Virginia Constitution, West
Virginia Code or West Virginia Code of State Rules is void and of no effect.

28. COMPLIANCE: Vendor shall comply with all applicable federal, state, and local laws, regulations and
ordinances. By submitting a bid, Vendors acknowledge that they have reviewed, understand, and will
comply with all applicable law.

29. PREVAILING WAGE: On any contract for the construction of a public improvement, Vendor and any
subcontractors utilized by Vendor shall pay a rate or rates of wages which shall not be less than the fair
minimum rate or rates of wages (prevailing wage), as established by the West Virginia Division of
Labor under West Virginia Code §§ 21-5A-1 et seq. and available at http://www.sos.wv.gov/administrative-
law/wagerates/Pages/default.aspx. Vendor shall be responsible for ensuring compliance with prevailing
wage requirements and determining when prevailing wage
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requirements are applicable. The required contract provisions contained in West Virginia Code of State
Rules § 42-7-3 are specifically incorporated herein by reference.

30. ARBITRATION: Any references made to arbitration contained in this Contract, Vendor’s bid, or in
any American Institute of Architects documents pertaining to this Contract are hereby deleted, void, and
of no effect.

31. MODIFICATIONS: This writing is the parties’ final expression of intent. Notwithstanding anything
contained in this Contract to the contrary, no modification of this Contract shall be binding without
mutual written consent of the Agency, and the Vendor, with approval of the Purchasing Division and the
Attorney General’s office (Attorney General approval is as to form only). No Change shall be
implemented by the Vendor until such time as the Vendor receives an approved written change
order from the Purchasing Division.

32. WAIVER: The failure of either party to insist upon a strict performance of any of the terms or
provision of this Contract, or to exercise any option, right, or remedy herein contained, shall not be
construed as a waiver or a relinquishment for the future of such term, provision, option, right, or remedy,
but the same shall continue in full force and effect. Any waiver must be expressly stated in writing and
signed by the waiving party.

33. SUBSEQUENT FORMS: The terms and conditions contained in this Contract shall supersede any and
all subsequent terms and conditions which may appear on any form documents submitted by Vendor to
the Agency or Purchasing Division such as price lists, order forms, invoices, sales agreements, or
maintenance agreements, and includes internet websites or other electronic documents. Acceptance or
use of Vendor’s forms does not constitute acceptance of the terms and conditions contained thereon.

34. ASSIGNMENT: Neither this Contract nor any monies due, or to become due hereunder, may be
assigned by the Vendor without the express written consent of the Agency, the Purchasing Division, the
Attorney General’s office (as to form only), and any other government agency or office that may be
required to approve such assignments. Notwithstanding the foregoing, Purchasing Division approval
may or may not be required on certain agency delegated or exempt purchases.

35. WARRANTY: The Vendor expressly warrants that the goods and/or services covered by this Contract
will: (a) conform to the specifications, drawings, samples, or other description furnished or specified by
the Agency; (b) be merchantable and fit for the purpose intended; and (c) be free from defect in material
and workmanship.

36. STATE EMPLOYEES: State employees are not permitted to utilize this Contract for personal use and
the Vendor is prohibited from permitting or facilitating the same.

37. BANKRUPTCY: In the event the Vendor files for bankruptcy protection, the State of West Virginia
may deem this Contract null and void, and terminate this Contract without notice.
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38. [RESERVED]

39. CONFIDENTIALITY: The Vendor agrees that it will not disclose to anyone, directly or indirectly, any
such personally identifiable information or other confidential information gained from the Agency,
unless the individual who is the subject of the information consents to the disclosure in writing or the
disclosure is made pursuant to the Agency’s policies, procedures, and rules. Vendor further agrees to
comply with the Confidentiality Policies and Information Security Accountability Requirements, set

forth in http://www.state.wv.us/admin/purchase/privacy/default.html.

40. DISCLOSURE: Vendor’s response to the Solicitation and the resulting Contract are considered public
documents and will be disclosed to the public in accordance with the laws, rules, and policies governing
the West Virginia Purchasing Division. Those laws include, but are not limited to, the Freedom of
Information Act found in West Virginia Code § 29B-1-1 et seq.

If a Vendor considers any part of its bid to be exempt from public disclosure, Vendor must so indicate
by specifically identifying the exempt information, identifying the exemption that applies, providing a
detailed justification for the exemption, segregating the exempt information from the general bid
information, and submitting the exempt information as part of its bid but in a segregated and clearly
identifiable format. Failure to comply with the foregoing requirements will result in public disclosure
of the Vendor’s bid without further notice. A Vendor’s act of marking all or nearly all of its bid as
exempt is not sufficient to avoid disclosure and WILL NOT BE HONORED. Vendor’s act of marking a
bid or any part thereof as “confidential” or “proprietary” is not sufficient to avoid disclosure and WILL
NOT BE HONORED. In addition, a legend or other statement indicating that all or substantially all of
the bid is exempt from disclosure is not sufficient to avoid disclosure and WILL NOT BE HONORED.
Vendor will be required to defend any claimed exemption for nondisclosure in the event of an
administrative or judicial challenge to the State’s nondisclosure. Vendor must indemnify the State for
any costs incurred related to any exemptions claimed by Vendor. Any questions regarding the
applicability of the various public records laws should be addressed to your own legal counsel prior to
bid submission.

41. LICENSING: In accordance with West Virginia Code of State Rules §148-1-6.1.7, Vendor must be
licensed and in good standing in accordance with any and all state and local laws and requirements by
any state or local agency of West Virginia, including, but not limited to, the West Virginia Secretary of
State’s Office, the West Virginia Tax Department, West Virginia Insurance Commission, or any other
state agency or political subdivision. Upon request, the Vendor must provide all necessary releases to
obtain information to enable the Purchasing Division Director or the Agency to verify that the Vendor is
licensed and in good standing with the above entities.

42. ANTITRUST: In submitting a bid to, signing a contract with, or accepting a Purchase Order from any
agency of the State of West Virginia, the Vendor agrees to convey, sell, assign, or transfer to the State of
West Virginia all rights, title, and interest in and to all causes of action it may now or hereafter acquire
under the antitrust laws of the United States and the State of West Virginia for price fixing and/or
unreasonable restraints of trade relating to the particular commodities or services purchased or acquired
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by the State of West Virginia. Such assignment shall be made and become effective at the time the
purchasing agency tenders the initial payment to Vendor.

43. VENDOR CERTIFICATIONS: By signing its bid or entering into this Contract, Vendor certifies (1)
that its bid was made without prior understanding, agreement, or connection with any corporation, firm,
limited liability company, partnership, person or entity submitting a bid for the same material, supplies,
equipment or services; (2) that its bid is in all respects fair and without collusion or fraud; (3) that this
Contract is accepted or entered into without any prior understanding, agreement, or connection to any
other entity that could be considered a violation of law; and (4) that it has reviewed this RFQ in its
entirety, understands the requirements, terms and conditions, and other information contained herein.
Vendor’s signature on its bid also affirms that neither it nor its representatives have any interest, nor
shall acquire any interest, direct or indirect, which would compromise the performance of its services
hereunder. Any such interests shall be promptly presented in detail to the Agency.

The individual signing this bid on behalf of Vendor certifies that he or she is authorized by the Vendor
to execute this bid or any documents related thereto on Vendor’s behalf; that he or she is authorized to
bind the Vendor in a contractual relationship; and that, to the best of his or her knowledge, the Vendor
has properly registered with any State agency that may require registration.

44. PURCHASING CARD ACCEPTANCE: The State of West Virginia currently utilizes a Purchasing
Card program, administered under contract by a banking institution, to process payment for goods and
services. The Vendor must accept the State of West Virginia’s Purchasing Card for payment of all
orders under this Contract unless the box below is checked.

Vendor is not required to accept the State of West Virginia’s Purchasing Card as payment for all
goods and services.

45. VENDOR RELATIONSHIP: The relationship of the Vendor to the State shall be that of an
independent contractor and no principal-agent relationship or employer-employee relationship is
contemplated or created by this Contract. The Vendor as an independent contractor is solely liable for
the acts and omissions of its employees and agents. Vendor shall be responsible for selecting, supervising,
and compensating any and all individuals employed pursuant to the terms of this Solicitation
and resulting contract. Neither the Vendor, nor any employees or subcontractors of the Vendor, shall
be deemed to be employees of the State for any purpose whatsoever. Vendor shall be exclusively
responsible for payment of employees and contractors for all wages and salaries, taxes, withholding
payments, penalties, fees, fringe benefits, professional liability insurance premiums, contributions to
insurance and pension, or other deferred compensation plans, including but not limited to, Workers’
Compensation and Social Security obligations, licensing fees, efc. and the filing of all necessary
documents, forms and returns pertinent to all of the foregoing. Vendor shall hold harmless the State, and
shall provide the State and Agency with a defense against any and all claims including, but not limited
to, the foregoing payments, withholdings, contributions, taxes, Social Security taxes, and employer
income tax returns.

46. INDEMNIFICATION: The Vendor agrees to indemnify, defend, and hold harmless the State and the
Agency, their officers, and employees from and against: (1) Any claims or losses for services rendered
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by any subcontractor, person, or firm performing or supplyin g services, materials, or supplies in
connection with the performance of the Contract; (2) Any claims or losses resulting to any person or
entity injured or damaged by the Vendor, its officers, employees, or subcontractors by the publication,
translation, reproduction, delivery, performance, use, or disposition of any data used under the
Contract in a manner not authorized by the Contract, or by Federal or State statutes or regulations;
and (3) Any failure of the Vendor, its officers, employees, or subcontractors to observe State and
Federal laws including, but not limited to, labor and wage and hour laws.

47. PURCHASING AFFIDAVIT: In accordance with West Virginia Code § 5A-3-10a, all Vendors
are required to sign, notarize, and submit the Purchasing Affidavit stating that neither the Vendor nor
a related party owe a debt to the State in excess of $1,000. The affidavit must be submitted prior to
award, but should be submitted with the Vendor’s bid. A copy of the Purchasing Affidavit is
included herewith.

48. ADDITIONAL AGENCY AND LOCAL GOVERNMENT USE: This Contract may be utilized
by and extends to other agencies, spending units, and political subdivisions of the State of West
Virginia; county, municipal, and other local government bodies; and school districts (“Other
Government Entities”). This Contract shall be extended to the aforementioned Other Government
Entities on the same prices, terms, and conditions as those offered and agreed to in this Contract. If
the Vendor does not wish to extend the prices, terms, and conditions of its bid and subsequent contract
to the Other Government Entities, the Vendor must clearly indicate such refusal in its bid. A refusal
to extend this Contract to the Other Government Entities shall not impact or influence the award of
this Contract in any manner.

49. CONFLICT OF INTEREST: Vendor, its officers or members or employees, shall not presently
have or acquire any interest, direct or indirect, which would conflict with or compromise the
performance of its obligations hereunder. Vendor shall periodically inquire of its officers, members
and employees to ensure that a conflict of interest does not arise. Any conflict of interest discovered
shall be promptly presented in detail to the Agency.

50. REPORTS: Vendor shall provide the Agency and/or the Purchasing Division with the
following reports identified by a checked box below:

ly/| Such reports as the Agency and/or the Purchasing Division may request. Requested reports may
include, but are not limited to, quantities purchased, agencies utilizing the contract, total contract

expenditures by agency, etc.

ly/| Quarterly reports detailing the total quantity of purchases in units and dollars, along with a listing
of purchases by agency. Quarterly reports should be delivered to the Purchasing Division via
email at purchasing.requisitions@wv.gov.

51. BACKGROUND CHECK: In accordance with W. Va. Code § 15-2D-3, the Director of the
Division of Protective Services shall require any service provider whose employees are regularly
employed on the grounds or in the buildings of the Capitol complex or who have access to sensitive or

critical information
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to submit to a fingerprint-based state and federal background inquiry through the state repository.
The service provider is responsible for any costs associated with the fingerprint-based state and federal
background inquiry.

After the contract for such services has been approved, but before any such employees are permitted to
be on the grounds or in the buildings of the Capitol complex or have access to sensitive or critical
information, the service provider shall submit a list of all persons who will be physically present and
working at the Capitol complex to the Director of the Division of Protective Services for purposes of
verifying compliance with this provision.

The State reserves the right to prohibit a service provider’s employees from accessing sensitive or
critical information or to be present at the Capitol complex based upon results addressed from a criminal
background check.

Service providers should contact the West Virginia Division of Protective Services by phone at
(304)558-9911 for more information.

52. PREFERENCE FOR USE OF DOMESTIC STEEL PRODUCTS: Except when authorized by the
Director of the Purchasing Division pursuant to W. Va. Code § 5A-3-56, no contractor may use or
supply steel products for a State Contract Project other than those steel products made in the United
States. A contractor who uses steel products in violation of this section may be subject to civil penalties
pursuant to W. Va. Code § 5A-3-56. As used in this section:

a. “State Contract Project” means any erection or construction of, or any addition to, alteration of
or other improvement to any building or structure, including, but not limited to, roads or highways,
or the installation of any heating or cooling or ventilating plants or other equipment, or the
supply of and materials for such projects, pursuant to a contract with the State of West
Virginia for which bids were solicited on or after June 6, 2001.

b. “Steel Products” means products rolled, formed, shaped, drawn, extruded, forged, cast, fabricated
or otherwise similarly processed, or processed by a combination of two or more or
such operations, from steel made by the open heath, basic oxygen, electric furnace, Bessemer or
other steel making process.

The Purchasing Division Director may, in writing, authorize the use of foreign steel products if:

a. The cost for each contract item used does not exceed one tenth of one percent (.1%) of the total
contract cost or two thousand five hundred dollars ($2,500.00), whichever is greater. For the
purposes of this section, the cost is the value of the steel product as delivered to the project; or

b. The Director of the Purchasing Division determines that specified steel materials are not
produced in the United States in sufficient quantity or otherwise are not reasonably available to
meet contract requirements.
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53. PREFERENCE FOR USE OF DOMESTIC ALUMINUM, GLASS, AND STEEL: In Accordance
with W. Va. Code § 5-19-1 et seq., and W. Va. CSR § 148-10-1 et seq., for every contract or subcontract,

subject to the limitations contained herein, for the construction, reconstruction, alteration, repair,
improvement or maintenance of public works or for the purchase of any item of machinery or
equipment to be used at sites of public works, only domestic aluminum, glass or steel products shall be
supplied unless the spending officer determines, in writing, after the receipt of offers or bids, (1) that the
cost of domestic aluminum, glass or steel products is unreasonable or inconsistent with the public
interest of the State of West Virginia, (2) that domestic aluminum, glass or steel products are not
produced in sufficient quantities to meet the contract requirements, or (3) the available domestic
aluminum, glass, or steel do not meet the contract specifications. This provision only applies to public
works contracts awarded in an amount more than fifty thousand dollars ($50,000) or public works
contracts that require more than ten thousand pounds of steel products.

The cost of domestic aluminum, glass, or steel products may be unreasonable if the cost is more than
twenty percent (20%) of the bid or offered price for foreign made aluminum, glass, or steel products. If
the domestic aluminum, glass or steel products to be supplied or produced in a “substantial labor surplus
area”, as defined by the United States Department of Labor, the cost of domestic aluminum, glass, or
steel products may be unreasonable if the cost is more than thirty percent (30%) of the bid or offered
price for foreign made aluminum, glass, or steel products.

This preference shall be applied to an item of machinery or equipment, as indicated above, when the
item is a single unit of equipment or machinery manufactured primarily of aluminum, glass or steel, is
part of a public works contract and has the sole purpose or of being a permanent part of a single public
works project. This provision does not apply to equipment or machinery purchased by a spending unit
for use by that spending unit and not as part of a single public works project.

All bids and offers including domestic aluminum, glass or steel products that exceed bid or offer prices
including foreign aluminum, glass or steel products after application of the preferences provided in this
provision may be reduced to a price equal to or lower than the lowest bid or offer price for foreign
aluminum, glass or steel products plus the applicable preference. If the reduced bid or offer prices are
made in writing and supersede the prior bid or offer prices, all bids or offers, including the reduced bid
or offer prices, will be reevaluated in accordance with this rule.

Revised 10/02/2013
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REQUEST FOR QUOTATION
[TAX14008] [STC 12:21 LAND BOOK SHEETS (BLUE) & STC 12:22 PERSONAL
PROPERTY BOOK SHEETS (GREEN)]

SPECIFICATIONS

1. PURPOSE AND SCOPE: The West Virginia Purchasing Division is soliciting bids on
behalf of Tax Division to establish an open-end contract for STC 12:21 LAND BOOK
SHEETS (BLUE) & STC 12:22 PERSONAL PROPERTY BOOK SHEETS (GREEN).

2. DEFINITIONS: The terms listed below shall have the meanings assigned to them
below. Additional definitions can be found in section 2 of the General Terms and
Conditions.

2.1 “Contract Item” or “Contract Items” means the list of items identified in Section
I1I, Subsection 1 below.

2.2 “Pricing Pages” means the schedule of prices, estimated order quantity, and totals
attached hereto as Exhibit A and used to evaluate the RFQ.

2.3 “RFQ” means the official request for quotation published by the Purchasing
Division and identified as TAX14008.

3. GENERAL REQUIREMENTS:

3.1 Contract Items: Vendor shall provide Agency with the Contract Items
listed below on an open-end and continuing basis. Contract Items must
meet or exceed the mandatory requirements as shown below.

3.1.1 Mandatory Requirements

3.1.1.1 Size of form 14-7/8 x 11, printed on white #24, 25% rag
bond finished paper. Form must be manufactured to run
on IBM IP4000 printer. GREEN and BLUE heat
resistant ink required on face and back. Must be set up as
10 characters per inch and 8 lines per inch. Cross
perforations only, punching with 3 equally spaced holes
on the right side of the form. This punching must be
compatible and not interfere with the fine printing
process. Sample of each form is attached.

3.1.1.2 A test run of forms must be supplied to assure that the
forms will run on the IBM IP4000 printer. These forms
can be boxed rather than rolled.
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REQUEST FOR QUOTATION
[TAX14008] [STC 12:21 LAND BOOK SHEETS (BLUE) & STC 12:22 PERSONAL
PROPERTY BOOK SHEETS (GREEN)]

3.1.1.3 Sample of paper MUST be provided when proofis
submitted.

3.1.1.4 500,000 of STC 12:21 (BLUE) and 400,000 of STC 12:22
(GREEN) are to be on rolls.

3.1.1.5 500,000 of STC 12:22 (GREEN) are to be boxed.

3.1.2 ROLL SPECIFICATIONS

3.1.2.1 Forms must perform trouble free on the following
equipment:

3.1.2.1.1 ROLL SYSTEMS INC. UNWINDER
MODEL 800152

3.1.2.1.2 ROLL SYSTEMS INC. FOLDER/JOB
SPEARATOR MODEL 80037

3.1.2.1.3 ROLL SYSTEMS INC.
CUTTER/TRIMMER/STACKER
MODELS 503176, 50341, 500777

3.1.2.1.4 IBM INFOPRINT4000 PRINTERS
MODEL ID1/ID2

3.1.2.2 Must meet standards listed for the Infoprint4000 in IBM
Forms Design Reference Manual Publication G544-
3921-12. This publication can be found at
ftp.//public.dhe.ibm.com/printers/manuals/paper/G54439
21.pdf (see EXHIBIT B)

3.1.2.3 Each roll to be smoothly spooled on a 6” core with no
breaks in paper.

3.1.2.4 Roll diameter must be a minimum of 40”. Each roll
must be thoroughly vacuumed to remove paper dust.

3.1.2.5 Each 6” core must be flush with the sides of the paper
roll.

3.1.2.6 The directions of the unwind must be clearly stamped on
the top and sides of each roll.
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REQUEST FOR QUOTATION
[TAX14008] [STC 12:21 LAND BOOK SHEETS (BLUE) & STC 12:22 PERSONAL
PROPERTY BOOK SHEETS (GREEN)]

3.1.3 PACKAGING/PALLETIZING SPECIFICATIONS

3.1.3.1 Two (2) rolls must be packaged upright on a single
pallet; both in the same unwind direction.

3.1.3.2 Each pallet must be no larger than 40” x 51”.

3.1.3.3 Each pallet of 2 rolls must be double strapped through
the roll cores and single strapped through the roll cores
and looped across the top of the rolls.

3.1.3.4 Metal strapping material is PROHIBITED.

3.1.3.5 A moisture barrier must be present between the pallet
and the bottom of the rolls, preferable a flat sheet of
poly-wrap.

3.1.3.6 The rolls must be poly-wrapped together as a unit.

3.1.3.7 The poly-wrap must encompass the sides, top and
bottom to form a complete moisture barrier.

3.1.3.8 The rolls must not be openly exposed once they have
been wrapped on the pallet.

3.1.3.9 OVERRUNS WILL BE ACCEPTED BUT NOT PAID
FOR.

3.1.3.10 UNDERRUNS MUST NOT EXCEED 1%.

3.1.3.11 IF ANY PART OF THIS JOB IS SUB-
CONTRACTED, THE BIDDING VENDOR
REMAINS RESPONSIBLE FOR MEETING THE
REQUIREMENTS OF THIS BID THROUGH THE
SUB-CONTRACTOR.
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PROPERTY BOOK SHEETS (GREEN)]

4. CONTRACT AWARD:

4.1 Contract Award: The Contract is intended to provide Agencies with a
purchase price on all Contract Items. The Contract shall be awarded to the
Vendor that provides the Contract Items meeting the required specifications
for the lowest overall total cost as shown on the Pricing Pages.

4.2 Pricing Pages: Vendor should complete the Pricing Pages by completing
the dollar amounts due on each Unit Price and Extended Price for each
item. Vendor should complete the Pricing Pages in their entirety as failure
to do so may result in Vendor’s bids being disqualified.

The Pricing Pages contain a list of the Contract Items and estimated
purchase volume. The estimated purchase volume for each item represents
the approximate volume of anticipated purchases only. No future use of the
Contract or any individual item is guaranteed or implied.

Notwithstanding the foregoing, the Purchasing Division may correct errors
at its discretion. Vendor should type or electronically enter the information
into the Pricing Pages to prevent errors in the evaluation.

5. ORDERING AND PAYMENT:

5.1 Ordering: Vendor shall accept orders by regular mail, facsimile, e-mail, or any
other written forms of communication. Vendor may, but is not required to, accept
on-line orders through a secure internet ordering portal/website. If Vendor has the
ability to accept on-line orders, it should include in its response a brief description
of how Agencies may utilize the on-line ordering system. Any on-line ordering
system must have the capability to restrict prices and available items to conform to
the Catalog originally submitted with this RFQ. Vendor shall ensure that its on-
line ordering system is properly secured prior to processing Agency orders on-line.

5.2 Payment: Vendor shall accept payment in accordance with the payment
procedures of the State of West Virginia.

6. DELIVERY AND RETURN:

6.1 Delivery Time: Vendor shall deliver standard orders within thirty (30) working
days after orders are received. Vendor shall deliver emergency orders within three
(3) working day(s) after orders are received. Vendor shall ship all orders in
accordance with the above schedule and shall not hold orders until a minimum
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[TAX14008] [STC 12:21 LAND BOOK SHEETS (BLUE) & STC 12:22 PERSONAL

PROPERTY BOOK SHEETS (GREEN)]

6.2

6.3

6.4

6.5

delivery quantity is met.

Late Delivery: The Agency placing the order under this Contract must be notified
in writing if orders will be delayed for any reason. Any delay in delivery that could
cause harm to an Agency will be grounds for cancellation of the delayed order,
and/or obtaining the items ordered from a third party.

Any Agency seeking to obtain items from a third party under this provision must
first obtain approval of the Purchasing Division.

Delivery Payment/Risk of Loss: Standard order delivery shall be F.O.B.
destination to the Agency’s location. Vendor shall include the cost of standard
order delivery charges in its bid pricing/discount and is not permitted to charge the
Agency separately for such delivery. The Agency will pay delivery charges on all
emergency orders provided that Vendor invoices those delivery costs as a separate
charge with the original freight bill attached to the invoice.

Return of Unacceptable Items: If the Agency deems the Contract Items to be
unacceptable, the Contract Items shall be returned to Vendor at Vendor’s expense
and with no restocking charge. Vendor shall either make arrangements for the
return within five (5) days of being notified that items are unacceptable, or permit
the Agency to arrange for the return and reimburse Agency for delivery expenses.
If the original packaging cannot be utilized for the return, Vendor will supply the
Agency with appropriate return packaging upon request. All returns of
unacceptable items shall be F.O.B. the Agency’s location. The returned product
shall either be replaced, or the Agency shall receive a full credit or refund for the
purchase price, at the Agency’s discretion.

Return Due to Agency Error: Items ordered in error by the Agency will be
returned for credit within 30 days of receipt, F.0.B. Vendor’s location. Vendor
shall not charge a restocking fee if returned products are in a resalable condition.
Items shall be deemed to be in a resalable condition if they are unused and in the
original packaging. Any restocking fee for items not in a resalable condition shall
be the lower of the Vendor’s customary restocking fee or 5% of the total invoiced
value of the returned items.
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[TAX14008] [STC 12:21 LAND BOOK SHEETS (BLUE) & STC 12:22 PERSONAL

PROPERTY BOOK SHEETS (GREEN)]

6.6 Delivery Information

6.6.1

6.6.2

6.6.3

6.6.4

All questions on delivery should be addressed to Ms. Sara Hughes,
Property Tax Division, 1124 Smith Street, Charleston, WV 25301,
phone (304) 558-0780.

Must contact Ms. Sara Hughes at (304) 558-0780 the day before
delivery so that directions to the docks can be faxed to shipper and
arrangements made for Tax Department employee to be on site to
accept delivery.

Delivery of the rolled forms must be made to State Revenue
Department, California Avenue, Building 7, Loading Dock,
Charleston, WV.

All deliveries are to be made Monday thru Friday between 8:00 am
and 2:00 pm.

7. MISCELLANEOUS:

7.1 No Substitutions: Vendor shall supply only Contract Items submitted in response
to the RFQ unless a contract modification is approved in accordance with the
provisions contained in this Contract.

7.2 Vendor Supply: Vendor must carry sufficient inventory of the Contract Items
being offered to fulfill its obligations under this Contract. By signing its bid,
Vendor certifies that it can supply the Contract Items contained in its bid response.
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7.3

7.4

Reports: Vendor shall provide quarterly reports and annual summaries to the
Agency showing the Agency’s items purchased, quantities of items purchased, and
total dollar value of the items purchased. Vendor shall also provide reports, upon
request, showing the items purchased during the term of this Contract, the quantity
purchased for each of those items, and the total value of purchases for each of those
items. Failure to supply such reports may be grounds for cancellation of this
Contract.

Contract Manager: During its performance of this Contract, Vendor must
designate and maintain a primary contract manager responsible for overseeing
Vendor’s responsibilities under this Contract. The Contract manager must be
available during normal business hours to address any customer service or other
issues related to this Contract. Vendor should list its Contract manager and his or
her contact information below.

Contract Manager:
Telephone Number:
Fax Number:

Email Address:
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© Pricing Page
=
Quantity Description Unit Price Extended Price
500,000 STC 12:21 Land Book Sheets (Blue) Rolled
500,000 STC 12:21 Land Book Sheets (Blue) Boxed
400,000 STC 12:22 Personal Property Sheets (Green) Rolled
Total

* Quantities are used only for evaluation purposes to compare bids

FEREFHMARAAXEE Please sign and complete ALL of the information below, ***¥*kskskkkss kst sk

Vendor's Name

Vendor's Address

Authorized signature for Vendor

Authorized printed name for Vendor

Vendor's Phone/Fax #

Vendor's Email address:

*k#*** The Vendor with the Lowest Total meeting specifications will be awarded the contract, ***#***
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Note!
Before using this information and the product it supports, be sure to read the general information under “Notices” on

page v.

Sixth Edition (November 1998)
This edition obsoletes G544-3921-04.
The following paragraph does not apply to any other country where such provisions are inconsistent with local law.

INTERNATIONAL BUSINESS MACHINES CORPORATION PROVIDES THIS PUBLICATION “AS 1S” WITHOUT
WARRANTY OF ANY KIND, EITHER EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO THE
IMPLIED WARRANTIES OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE. Some states do
not allow disclaimer of express or implied warranties in certain transactions, therefore, this statement may not

apply to you.
Changes are made periodically to this publication.

Requests for IBM publications should be made to your IBM representative or to the IBM branch office serving your
locality. If you request publications from the address given below, your order will be delayed, because publications
are not stocked there.

A Reader’s Comment Form is provided at the back of this publication. If the form has been removed, comments can
be sent by fax to 1-800-524-1519, by E-mail to printpub@us.ibm.com, or by mail to:

Department H7FE Building 003G

IBM Printing Systems Company

Information Development

PO Box 1900

Boulder CO USA 80301-9191
IBM may use or distribute whatever information you supply in any way it believes appropriate without incurring
any obligation to you.
Visit our home page at: http://www.printers.ibm.com

© Copyright International Business Machines Corporation 1991, 1998. All rights reserved.
Note to U.S. Government Users — Documentation related to restricted rights — Use, duplication or disclosure is
subject to restrictions set forth in GSA ADP Schedule Contract with IBM Corp.
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Notices

References in this publication to IBM products, programs, or services do not imply
that IBM intends to make these available in all countries in which IBM operates.
Any reference to an IBM product, program, or service is not intended to state or
imply that only that IBM product, program, or service may be used. Any
functionally equivalent product, program, or service that does not infringe any of
the intellectual property rights of IBM may be used instead of the IBM product,
program, or service. The evaluation and verification of operation in conjunction
with other products, except those expressly designated by IBM, are the
responsibility of the user.

IBM may have patents or pending patent applications covering subject matter in
this publication. The furnishing of this publication does not give you any license to
these patents. You can send license inquiries, in writing, to the IBM Director of
Commercial Relations, IBM Corporation, Purchase, NY 10577, U.S.A.

Trademarks

The following terms used in this publication are trademarks of the IBM
Corporation in the United States or other countries or both:

AFCCU and Advanced Function Common Control Unit
AFP and Advanced Function Presentation

AIX®

AIX/6000

BCOCA and Bar Code Object Content Architecture
ESCON®

ES/3090

ES/4381

ES/9000

GDDM

IBM®

IPDS and Intelligent Printer Data Stream

MVS and MVS/SP

05/2®

PS/2

PSF and Print Services Facility

RISC System/6000®

System /360

System /370

© Copyright IBM Corp. 1991, 1998 v
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Communication Statements

vi

Federal Communications Comumnission (FCC) Statement

Note: This equipment has been tested and found to comply with the limits for a
Class A digital device, pursuant to Part 15 of the FCC Rules. These limits are
designed to provide reasonable protection against harmful interference when the
equipment is operated in a commercial environment. This equipment generates,
uses, and can radiate radio frequency energy and, if not installed and used in
accordance with the instruction manual, may cause harmful interference to radio
communications. Operation of this equipment in a residential area is likely to cause
harmful interference, in which case the user will be required to correct the
interference at his own expense.

Properly shielded and grounded cables and connectors must be used in order to
meet FCC emission limits. IBM is not responsible for any radio or television
interference caused by using other than recommended cables and connectors or by
unauthorized changes or modifications to this equipment. Unauthorized changes
or modifications could void the user’s authority to operate the equipment.

This device complies with Part 15 of the FCC Rules. Operation is subject to the
following two conditions: (1) this device may not cause harmful interference, and
(2) this device must accept any interference received, including interference that
may cause undesired operation.

Canadian Department of Communications compliance statement: This Class A
digital apparatus meets the requirements of the Canadian Interference-Causing
Equipment Regulations.

Avis de conformité aux normes du ministére des Communications du Canada:
Cet appareil numérique de la classe A respecte toutes les exigences du Réglement
sur le matériel brouilleur du Canada.

The United Kingdom Telecommunications Statement of Compliance: This
apparatus is approved under the approval No. NS/G/1234/]/100003 for the
indirect connections to the public telecommunications systems in the United

Kingdom.

Statement for CISPR 22 Edition 2 Compliance: Warning: This is a Class A
product. In a domestic environment this product may cause radio interference in
which case the user may be required to take adequate measures.

German Conformity Statement:

Dieses Gerit erfllt die Bedingungen der EN 55022 Klasse A. Fiir diese Klasse von
Geriten gilt folgende Bestimmung nach dem EMVG:

Gerite diirfen an Orten, fiir die sie nicht ausreichend entstért sind, nur mit
besonderer Genehmigung des Bundesminesters fiir Post und Telekommunikation
oder des Bundesamtes fiir Post und Telekommunikation betrieben werden. Die
Genehmigung wird erteilt, wenn keine elektromagnetischen Stérungen zu erwarten
sind.

(Auszug aus dem EMVG vom 9.Nov.92, Para.3, Abs.4)
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European Community (EC) Conformity Statement: This product is in conformity
with the protection requirements of EC Council Directive 89/336/EEC on the
approximation of the laws of the Member States relating to electromagnetic
compatibility. IBM cannot accept responsibility for any failure to satisfy the
protection requirements resulting from a non-recommended modification of the
product, including the fitting of non-IBM option cards.

Shielded Cables (European Statement): Properly shielded and grounded cables
and connectors must be used in order to reduce the potential for causing
interference to radio and TV communication and to other electrical or electronic
equipment. Such cables and connectors are available from IBM authorized dealers.
IBM cannot be responsible for any interference caused by using other than
recommended cables and connectors.
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Preface

This publication describes important characteristics of the forms and
special-purpose media that can be used with the family of IBM continuous forms
printers.

For more information about these printers, refer to the Introduction and Planning
Guide for each printer.

A broad range of output supplies is available. Because some supplies work better
than others, choosing the most appropriate supplies can help ensure that you get
the best possible results from your continuous forms printer. Your printer may
require the addition of optional features to accomodate the full range of supplies
that are available.

Audience

This publication is for people who order forms and special-purpose materials, such
as labels, prepunched paper, or preprinted forms. It also contains information for
people who develop applications that use preprinted paper, optical character
recognition (OCR), bar codes, or other unusual printed output.

You need not read this reference manual sequentially from front to back. However,
if you are responsible for obtaining forms and related output supplies for a
continuous forms printer, you should familiarize yourself with all the information
that is presented here. Even though the printer is working correctly, it may have
problems handling the paper due to poor form characteristics.

Note: The quality of your output depends on the characteristics and quality of the
forms and supplies you use.

For standard forms, see “Chapter 5. Selecting Paper” on page 27. For preprinted

forms, see “Chapter 6. Selecting Preprinted Forms” on page 35.

Planners and buyers may want to share this document with their form
manufacturers or suppliers. This publication contains detailed technical
information that can help them determine which of their products will work best
for your particular applications. IBM strongly recommends testing any forms prior
to purchasing large quantities to assure satisfactory performance.

© Copyright IBM Corp. 1991, 1998 ix



Printers Covered in this Publication

The following machine types and model types are covered in this publication.

Printer Name Machine Type Model Number

IBM 3900 Advanced Punction Printer 3900 001

IBM 3900 with Enhanced Print Quality |3900 001

Advanced Function Printer

IBM 3900 Wide Advanced Function 3900 0W1, 0W3

Printer

IBM 3900 Advanced Function Duplex | 3900 D01, D02

Printing System

IBM 3900 Advanced Function Wide 3900 DW1, DW2

Duplex Printing System

IBM InfoPrint 4000 4000 I51, 1S2, ID1/1D2,
ID3/1D4, IR1/IR2,
IR3/IR4, DR1/DR2

IBM InfoPrint 3000 3300 ES1, ED1/ED2

IBM InfoPrint 62 4370 002, 003

About This Publication

X

This publication contains the following chapters:

* “Chapter 1. General Guidelines for Selecting Forms” on page 1 describes general
requirements and recommendations that apply to all forms used by continuous
forms printers.

* “Chapter 2. Paper Recommendations for High-Resolution Printers” on page 21
provides general paper recommendations for high-resolution printers.

* “Chapter 5. Selecting Paper” on page 27 defines quality, weight, thickness, and
other paper characteristics that can affect print quality and performance.

¢ “Chapter 6. Selecting Preprinted Forms” on page 35 describes factors to consider
in selecting papers and inks for preprinted forms.

¢ “Chapter 7. Selecting Special-Purpose Materials” on page 39 details
recommendations and limitations regarding prepunched forms and labels.

* “Chapter 8. Developing Special Applications” on page 45 provides specifications
for OCR forms and bar code forms.

* “Chapter 9. Testing Forms and Applications” on page 47 describes techniques for

determining if forms are suitable for use with continuous forms printers.

* “Chapter 10. Safety Practices” on page 53 describes health and safety
considerations for a variety of paper and preprinted forms.

* “Glossary” on page 57 defines terms used in IBM continuous forms printer
documentation.

Forms Design Reference
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Summary of Changes

Technical changes are marked by a (1) in the left margin.

Editorial-only changes are not marked.

Changes in this release include:
¢ Information was added for InfoPrint 3000.
* Corrections and clarifications were made throughout.

© Copyright IBM Corp. 1991, 1998
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Chapter 1. General Guidelines for Selecting Forms

The quality and consistency of performance of IBM continuous forms printers is
directly related to the quality and consistency of forms used for printing. This
chapter explains important issues to consider when you select forms for your
continuous forms printer. Items to consider include:

* Form stock’ '

¢ Size

* Print areas

* Standards and tolerances

¢ Packaging

* Shipping, storage, and operating environment.

For best performance, use forms that meet the recommendations in this guide.
Provide your form vendor with the form criteria outlined in “Summary of Paper
Selection Recommendations” on page 31 and request forms that meet these criteria.

You may need to work with your form vendor to optimize some characteristics for
your application. IBM strongly recommends testing all forms prior to purchasing
large quantities to assure satisfactory performance.

See “Chapter 2. Paper Recommendations for High-Resolution Printers” on page 21
for important information about forms for high-resolution printers.

Terminology

This publication uses familiar terms that also have precise technical meanings.
Knowing these technical definitions will help you use and understand the
information in this document.

Form refers to a continuous fanfold (box) or roll-feed set of pages on which the
printer can print. Forms can be blank paper, preprinted paper, adhesive labels,
cards, or any other printable material. Paper is a specific fiber-based material used
to make forms.

The forms path (often referred to as the paper path) is the entire route that forms
travel while they are being processed. The forms path usually begins where the
forms are loaded, and ends at the stacker or post-processing device. Forms that are
threaded through the printer forms path are known as the forms web, or the web.

Perforation refers to a series of small holes made in a form to serve as an aid in
separation. Perforations consist of cuts and ties. A cut is where the paper is
severed, and a tie is the small connection of paper between cuts.

Horizontal perforations separate sheet lengths of continuous forms and are either
page perforations or fold perforations. Page perforations define the lengths of

1. Refer to “Chapter 5. Selecting Paper” on page 27 or “Chapter 2. Paper Recommendations for High-Resolution Printers” on page 21
for important considerations when selecting paper stock and “Chapter 7. Selecting Special-Purpose Materials” on page 39 when
selecting special-purpose materials.

© Copyright IBM Corp. 1991, 1998 1



Fold
Perforations

forms; fold perforations define the points at which forms are folded for stacking. A
page perforation may or may not be a fold perforation, depending on the length of
the form. Running perforations are vertical and are next to the tractor holes (holes
in the side margin). Perforations other than running and fold perforations are
referred to as internal perforations. These perforation terms are illustrated below.

For definitions of other terms, refer to “Acronyms and Abbreviations” on page 55
and the “Glossary” on page 57. The glossary contains terms that are used in this
publication and in other IBM printer documentation.

Internal
Vertical
Perforations
Page
Perforations

Running
Perforations

Internal
Horizontal
Perforations

HA7F1020

Figure 1. Types of Perforations

Size

Note: The tables below may not include models changed or added after the release
of this publication. To verify the paper sizes your printer supports, please
review the Introduction and Planning Guide for your printer or consult your
marketing representative.

Your continuous forms printer is designed to use either fanfold (box) or roll-feed,
single-ply forms with tractor holes in both outside margins. These forms must
conform to the width, length, and spacing limits that are defined in the following
tables. Width refers to the distance between the outer edges, in the
tractor-hole-to-tractor-hole direction. Length is the distance between horizontal
perforations. Always test applications with dimensions not within the ranges that
are given in the following tables. See “Chapter 9. Testing Forms and Applications”
on page 47 for more information. '
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Table 1. Required Dimensions for 3000 Models-001, D01, D02 Simplex

38

Minimum Maximum
Dimension
mm inches mm inches
Width 165 +3.0 6.5 £0.118 406 +4.0 16.0 +0.157
Length 76.2 +0.3 3.0 £0.013 356 +0.3 14.0 +0.013
Fold Spacing 178 +0.3 7.0 £0.013 356 0.3 14.0 +0.013
Table 2. Required Dimensions for 3900 Models D01, D02 Duplex
Minimum Maximum
Dimension
mm inches mm inches
Width 229 +3.0 9.0 +0.118 406 +4.0 16.0 +0.157
Length 76.2 +0.3 3.0 £0.013 356 0.3 14.0 +0.013
Fold Spacing 178 +0.3 7.0 £0.013 356 +0.3 14.0 +0.013

Tahle 3. Required Dimension

s for Models 3900 OW1, OW3, DW1 Simplex

Minimum Maximum
Dimension
mm inches mm inches
Width 229 +3.0 9.0 +0.118 457 +4.0 18.0 +0.157
Length 76.2 £0.3 3.0 +0.013 356 +0.3 14.0 £0.013
Fold Spacing 178 +0.3 7.0 £0.013 356 +0.3 14.0 £0.013
Table 4. Required Dimensions for 3000 Model DW2 Simplex, DW1 and DW2 Duplex
Minimum Maximum
Dimension
mm inches mm inches
Width 305 £3.0 12.0 £0.118 457 +4.0 18.0 +0.157
Length 76.2 +0.3 3.0 £0.013 356 +0.3 14.0 £0.013
Fold Spacing 178 +0.3 7.0 £0.013 356 +0.3 14.0 +0.013

Table 5. Required Dimensions for InfoPrint 4000 Model IR1/IR2, IR3/IR4, and DR1/DR2

Duplex
Minimum Maximum
Dimension
mm inches mm inches
Width 305 +3.0 12.0 £0.118 457 +4.0 18.0 +0.157
Length 76.2 +0.3 3.0 £0.013 356 0.3 14.0 +0.013
Fold Spacing 178 £0.3 7.0 £0.013 356 +0.3 14.0 +0.013
Table 6. Required Dimensions for InfoPrint 4000 IS1, I1S2, ID1/ID2, ID3/ID4
Minimum Maximum
Dimension
mm inches mm inches
Width 204+3.0 8.0+0.118 457 +4.0 18.0 +0.157
Length 76.2 +0.3 3.0 20.013 356 +0.3 14.0 +0.013
Fold Spacing 178 +0.3 7.0 £0.013 356 +0.3 14.0 +0.013

Chapter 1. General Guidelines for Selecting Forms
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Table 7. Required Dimensions for InfoPrint 3000 ES1 and ED1/ED2 Dual Simplex

. Minimum Maximum
Dimension
mm inches mm inches
Width 204+3.0 8.0+0.118 457 4.0 18.0 £0.157
Length 76.2 0.3 3.0 £0.013 356 +0.3 14.0 £0.013
Fold Spacing 178 +0.3 7.0 £0.013 356 +0.3 14.0 £0.013
Table 8. Required Dimensions for InfoPrint 3000 ED1/ED2 Duplex
Minimum Maximum
Dimension
mm inches mm inches
Width 229+3.0 9.0+0.118 457 +4.0 18.0 £0.157
Length 76.2 +0.3 3.0 £0.013 356 +0.3 14.0 +0.013
Fold Spacing 178 0.3 7.0 £0.013 356 +0.3 14.0 £0.013
Table 9. Required Dimensions for InfoPrint 62 Model
Minimum Maximum
Dimension
mm inches mm inches
Width 178+3.0 7.0+0.118 406+4.0 16.0+0.157
Length (without power 178+0.3 7.0+0.013 559+0.3 22.0+0.013
stacker)
Length (with power 178+0.3 7.0+£0.013 305+0.3 12.0+0.013
stacker)

Notes:

1. Lengths and fold spacing must be in 12.7 mm (0.5 in.) or 8.5 mm (0.3 in.)

intervals.

2. Forms shorter than 178 mm (7.0 in.) are printed in multiples and use page
(non-folding) perforations to define pages.

3. Form lengths up to 17 inches (such as ISO A3 forms - 11.69 by 16.54 inches)

may be printed on the continuous forms printers but cannot be stacked by the

printer’s stacker. When printing on form lengths greater than 14 inches, the
printer’s stacker must be disabled, and the printer must have suitable

post-processing equipment installed.

Print Areas

Your continuous forms printers can print to the perforation; see Figure 2 on page 5.

Note that print quality is reduced when printing near a folding perforation, an

internal perforation, or any cut in the form. For example, poor toner transfer may
occur due to the perforation or fold.

4  Forms Design Reference
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Do not use forms that
have printing between
the tractor holes

Vertical (tractor-hole)
Edge
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Horizontal Page
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(0.5in.) (0.51n.)
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Figure 2. Print Area

Note: Printing on the areas near the perforations is not recommended because
print quality may not be acceptable.

To ensure correct operation and print quality, maintain the following distances for
the print area:

¢ From internal and running perforations: 1.27 mm (0.05 in.)

* From folding perforations: for text, 8.5 mm (0.33 in.); for images, 12.7 mm
(0.5 in.)

* From binder holes or cuts: 2.54 mm (0.1 in.).

Paper ripple (caused by humidity stress during shipping, storage, or printing) and
paper embossing (caused by dull cutting equipment or other paper-handling
equipment during form manufacturing) may produce voiding within the print
area. This voiding (some of printed text or graphics is not printed) usually occurs
near the edges of the print area or adjacent to perforations or holes.

Printing-to-perforation performance is optimum at 18.3° to 23.9°C (65°to 75°F) and
40% to 60% relative humidity. The performance may be significantly degraded at
environmental extremes. \

Note: To ensure proper printing, two clear zones (areas within the tractor-hole strip
that contain no printing) are required:
¢ The first clear zone is 8.13 + 0.10 mm (0.320 = 0.004 inches) wide and runs
the full length of the form in the process direction. This clear zone is 4.07

Chapter 1. General Guidelines for Selecting Forms 5



+ 0.05 mm (0.160 + 0.002 inches) on either side of the center line of the
tractor holes. Printing in this area causes skew sensor errors and your
print job can fail.

¢ In addition, if sidel/side2 verification marks are used, there must be a
clear zone that is approximately 51 mm (2 inches) from the top of the
form and includes the entire width of the tractor strip.

Standards and Tolerances

6

You can avoid printer problems and operator interventions by using only those
forms that meet standards and tolerances that are described in this section. Simple
tests are included to help you determine if the forms you select are within the
tolerances that are specified for the continuous forms printer. You may want to
share this information with your form manufacturers and obtain their assistance in

performing these tests.

Page Uniformity

For optimal performance, form pages must be within the tolerances shown in
Figure 3 on page 7. To ensure correct printing and form feeding, the two vertical
rows of tractor holes must be parallel.

All measurements should be made at 22.8° +2.8°C (73° +5°F) and at 50% +5%
relative humidity.

Forms Design Reference
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A B Diameter
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Figure 3. Paper dimension and perforation requirements. See “Paper Tolerances’. The
accumulation of individual tolerances should not exceed the specified width tolerance of
#1.52 mm (20.060 in.).

Paper Tolerances

1.

The center of the tractor holes in the left margin should be lined up within 0.13
mm (0.005 in.) of the A axis. The center of the tractor holes in the right margin
should be lined up within 0.13 mm (0.005 in.) of the B axis. '
Spacing from any tractor hole to another should be the correct multiple of the
adjacent hole space of 12.7 +0.13 mm (0.50 +0.005 in.).

Serrated feeding holes with a 3.86 mm (0.152 in.) inside diameter and a 4.37
mm (0.177 in.) maximum outside diameter are preferred. Continuous forms
with a tractor-hole diameter of 4.0 £0.10 mm (0.156 +0.004 in.) in both right and
left margins are acceptable.

Vertical perforations should not be closer than 25.4 mm (1.0 in.) to the edge of
the form to avoid form breaks and jams.

For optimal form stacking, internal horizontal perforations should be at least
50.8 mm (2.0 in.) from the top or bottom of the form. To minimize premature
folding in the stacker, any internal horizontal perforations should be stronger
than the between-forms perforations.

Hole-to-hole widths and their tolerances are shown in Table 10 on page 8.

Chapter 1. General Guidelines for Selecting Forms 7
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Table 10. Hole Tolerances

x{:t-;o-_Hgf?ﬁﬂ:h[%j Sl Tolerances Single-Pack Variation
mm inches +mm +inches +mm xinches
<203.2 <8.0 117 0.046 0.66 0.026
203.2 to 254.0 8.0 to 10.0 1.27 0.050 0.76 0.030
254.0 to 304.8 10.0 to 12.0 1.37 0.054 0.86 0.034
>304.8 >12.0 1.50 0.059 0.99 0.039

The tolerances are based on a flat tolerance of 0.76 mm (0.030 in.) plus 0.051 mm
(0.002 in.) for each inch width of the maximum hole-to-hole width.

For fanfold (box) forms, the single or roll pack variation applies to the variance
expected within a single pack (one carton or roll) of forms. A form’s tolerance limit
may vary within an order or from shipment to shipment. But within one carton or
roll of forms, the variation should not be greater than the single-pack variation
noted for the width used.

Stack Lean

The following information applies to fanfold (box) forms only. This information
does not apply to continuous roll-feed forms.

A stack of new forms should be square and not lean to either side. There are two
methods for testing stack lean: one for unpackaged forms and another for
packaged forms. IBM can supply a gauge (part number 4792992) for measuring the
slope of a form stack. Contact your IBM marketing representative for information
about ordering this gauge.

Testing Before Packaging

The stack should not exceed a slope from the vertical greater than 76 mm per 305
mm (3 in. per 12 in.) of stack height, as shown in Figure 4 on page 9. The stack
lean test procedure for forms that have not been packaged is as follows:

1. Ruffle 51 mm (2 in.) of paper.

2. Ruffle all four edges several times.

3. Measure the slope from the vertical, which should not exceed 13 mm for every
51 mm (0.50 in. for every 2 in.) of stack height.

Forms Design Reference
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Figure 4. Stack Lean Test for Unpackaged Forms

If the stack lean exceeds the angle of the gauge, it exceeds the InfoPrint 4000 and
3900 printer lean requirements of 76 mm in 305 mm (3 in. in 12 in.) of stack height

and significantly reduces stacker performance.

Testing After Packaging

After forms are packaged, they often have folds that are force-folded during
packaging and are not folded on the actual perforation. The stack lean test
procedure for forms that have been packaged is as follows:

Obtain a sample of unprocessed and undamaged paper (not less than 40

i,
pages). .
2. Loosely back-fold the sample (invert the existing folds), and carefully break the

folds along the perforation center.
3. Without compressing the folds, place the loosely back-folded stack on a flat

surface (see Figure 5 on page 10).
4. With your fingers, compress the stack as flat as possible on the top. Do not
induce lean. Keep a downward pressure on the stack until measurements are

complete.
5. Select the area of worst lean along one side and apply finger pressure to

remove all the air between the sheets. Use the gauge (PN 4792992, supplied by
IBM) to test the stack lean as shown in Figure 5 on page 10.
6. Repeat steps 4 and 5 for the adjacent side of the stack. Both side and fold edges

of the stack must be checked.

9
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Figure 5. Stack Lean Test for Packaged Forms

If the stack lean exceeds the angle of the gauge, it exceeds the InfoPrint 4000 and
3900 printer lean requirements of 76 mm in 305 mm (3 in. in 12 in.) of stack height
and significantly reduces stacker performance.

Dishing

The following information applies to fanfold (box) forms only. This information
does not apply to continuous roll-feed forms.

Dishing refers to the curve a stack of forms takes when folded or refolded at the
fold perforations. Excessive dishing significantly reduces stacker performance. Test
both new forms and forms that have been processed by the InfoPrint 4000 or 3900
printer to determine dishing amounts.

New Forms

Figure 6 on page 11 shows the method for measuring dishing for new forms.
Dishing should not exceed 0.067 times the stack height. For example:

* For a stack 305 mm (12 in.) high, dishing should not exceed 20 mm (0.8 in.).
* For a stack 229 mm (9 in.) high, dishing should not exceed 15 mm (0.6 in.).

10  Forms Design Reference
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Measure the distance
between the bottom of
the curve and the
highest point among
the four corners.

HA7F1060

Figure 6. Dishing Effects for New Forms

Dishing often results when the manufacturer uses dull or incorrectly aligned paper
cutters to cut page perforations.

Processed Forms

Figure 7 shows the method for measuring dishing for processed forms. Dishing
should not exceed 0.137 times the stack height. For example:

* For a stack 241 mm (9.5 in.) high, dishing should not exceed 33 mm (1.3 in.).
* For a stack 305 mm (12 in.) high, dishing should not exceed 41 mm (1.6 in.).

The dishing effect is generally greater on processed forms than on new forms. The

Measure the distance V

between the bottom of

the curve and the

highest point among

the four corners. 33 mm
(1.301in.)

HA7F1070

Figure 7. Dishing Effects for Processed Forms

severity of dishing depends on the quality of the forms. The following reasons may
contribute to the dishing effect:
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* Heat from the high-temperature fusing station reduces the folding memory of
the page perforations. See “Perforation Fold Memory” on page 15 for more
information.

* Heat from the high-temperature fusing station causes uneven shrinking of the
form and distorts the shape of the stack (as shown in Figure 7 on page 11).

Edge Accuracy

The following information applies to both fanfold (box) and continuous roll-feed
forms.

Edge accuracy refers to the accuracy with which tractor holes are drilled along the
edges of the forms. Inaccurately drilled holes significantly reduce paper-feed
performance through the printer.

To test edge accuracy:
1. Tear two lengths of forms, each about 2 meters (7 foot) long, from the stack.

2. Place the two lengths on top of each other on a flat surface. Match the tractor
holes of both edges of the top sheet to those of the bottom sheet at one end of
the forms.

3. At the other end of the forms, measure the distance from the tractor holes of
the top sheet to those of the bottom sheet, as shown in Figure 8. The distances
must not be greater than shown.

Align top and
bottom forms \'

Measure
this end

HA7F1100

Figure 8. Edge Accuracy
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Perforation and Tractor Hole Accuracy

The following information applies to both fanfold (box) and continuous roll-feed
forms.

Perforation accuracy refers to the accuracy with which page and fold perforations
are cut, perpendicular to the edge of the page. Inaccurately-cut perforations affect
form folding and may significantly reduce performance.

Tractor hole accuracy refers to the accuracy with which tractor holes are punched.
Inaccurately-punched tractor holes affect form feeding and may significantly
reduce printer performance.

To check perforation and tractor hole accuracy, do the following:

1.

Tear an even number of continuous sheets totaling about 2.8 meters (9 feet)
from the stack or roll.

If the sheets are perforated, fold them at the middle page perforation and place
the first sheet over the last sheet.

If the sheets are not perforated, fold the sheets in half with the ends together
and form a crease. The non-perforated, folded edge must be creased such that
the folded edge is 6.35 mm (0.25 in.) from the tractor holes.

Measure the distance from either the edge or the tractor hole of the first sheet
to those on the last sheet, as shown in Figure 9 on page 14.

a. The first tractor holes (top and bottom) after the fold should be aligned,
with no offset.

b. In any given 305 mm (12 in.), the distance between perforations or tractor
hole edges must not exceed 0.25 mm (0.01 in.).

c. The distances at the opposite end (the open end) must not exceed 0.5 mm
(0.02 in.).

Refer to Figure 9 on page 14 and measure along each edge to verify that in any

305 mm (12 in.) of forms, the distance from either the edge of the tractor holes

or the page perforations on the top sheet to the edge of the holes or the page

perforations on the bottom sheet does not exceed 0.25 mm (0.01 in.).

It is also necessary to ensure that the perforations and tractor holes on both
edges of the forms are cut accurately and are not skewed.
a. Unfold the sheets you folded in step 2.

b. Refer to Figure 10 on page 15 and fold the sheets lengthwise. Measure the
page perforations and tractor holes of the two edges as shown.

c. The distances between the perforations or the tractor hole edges must not
exceed 0.25 mm (0.01 in.) in any given 305 mm (12 in.) or 0.5 mm (0.02 in.)
over the full length (2.8 meters (9 ft.)).

Chapter 1. General Guidelines for Selecting Forms 13
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Figure 9. Perforation Accuracy
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Figure 10. Perforation Accuracy — Edge to Edge
Perforation Fold Memory

The following information applies to fanfold (box) forms only. This information
does not apply to continuous roll-feed forms.

Fold memory is the ability of a stack of forms to refold after being processed by the
printer. Uneven folds significantly reduce stacker performance. To check the fold
memory of a page perforation:

1. Lift the first five or ten sheets of the forms stack, as shown in Figure 11.

2. Ensure that folds are uniform at all fold perforations.

HA7F1080

Figure 11. Fold Memory

The following note applies to both fanfold (box) and continuous roll-feed forms.

Note: Form lengths up to 17 inches (such as ISO A3 forms - 11.69 by 16.54 inches)
may be printed on the continuous forms printer but cannot be stacked by
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the printer’s stacker. When printing on form lengths greater than 14 inches,
the printer’s stacker must be disabled. The printer must have suitable
post-processing equipment installed.

Duplex printing with boxed paper may require post-processing equipment. Fold
memory may be lost after going through two engines. Perform the fold memory
test with paper that has been processed in duplex to determine if post-processing
equipment is needed.

Perforation Embossing

The following information applies to both fanfold (box) and continuous roll-feed
forms.

Embossed Perforation

Suggested
Print Side

Area In Which
You May Have
Print Quality
Deterioration

R4CMCF62

Figure 12. Perforation Embossing

Perforation embossing around the cuts and ties of internal, non-folded perforations
resulting from cutting and paper-handling equipment can cause print quality to
deteriorate near the embossing. Generally, this is less noticeable when the
embossed (raised) surface of the form is not the print side. If some deterioration is
noticed near perforation embossing, turning over the form in the printer input area
may improve print quality (this is valid for duplex systems running in simplex
mode). Avoid printing in this area. See “Print Areas” on page 4 for more
information.

Note: Printing on the areas near the perforations is not recommended because
print quality may not be acceptable.

Perforation Strength

The following information applies to both fanfold (box) and continuous roll-feed
forms.

Perforations consist of cuts and ties. A cut is where the paper is severed, and a tie
is the small connection of paper between cuts. The relative length of each
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determines the strength of the perforation. Weak perforations can break and cause
feeding or refolding problems. Overly strong perforations may not refold reliably.
See “Perforation Fold Memory” on page 15 for more information.

Internal perforations should be stronger than fold perforations; otherwise,
mis-folds may occur. For internal perforations, use at least:

* 4.7 cuts per cm (12 cuts per in.)

* 0.81 mm (0.032 in.) tie length.

Requirements for perforation characteristics vary according to perforation type:
* Page Perforation, Folded

Tensile Strength:
0.7 to 2.5 kN per linear meter (4 to 14 pounds per linear inch)

Tie Minimum:
0.8 mm

Cut Maximum:
3 x tie-length
* Page Perforation, Nonfolded

Tensile Strength:
0.9 to 2.7 kN per linear meter (5 to 15 pounds per linear inch)

Tie Minimum:
0.8 mm

Cut Maximum:
3 X tie-length
* Internal Perforation, Vertical

Tensile Strength:
0.7 to 2.5 kN per linear meter (4 to 14 pounds per linear inch)

Tie Minimum:
0.8 mm

Cut Maximum:
3 x tie-length

Internal vertical perforations must be at least 50.8 mm (2 in.) from page
perforations and at least 25.4 mm (1.0 in.) from form edges to prevent form
breaks and jams.

¢ Internal Perforation, Horizontal

Tensile Strength:
0.9 to 2.7 kN per linear meter (5 to 15 pounds per linear inch)

Tie Minimum:
0.8 mm

Cut Maximum:
3 X tie-length

Internal horizontal perforations must be at least 50.8 mm (2 in.) from the top
and bottom page perforations to prevent errors.

* Running Perforation

Forms with running perforations are not recommended for use with continuous
forms printers. If you choose to use forms with running perforations, the
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running perforations should be along both vertical edges. Forms with running
perforations along only one edge may cause errors.

¢ All Perforations

To prevent paper jams, misfeeds, unreliable refolding fanfold forms in stacker,
and tearing, use only forms that have:

— Full ties at each perforation edge and cross ties at perforation intersections to

help prevent web tears.
~ Perforation cuts made from the front surface of the form. Simplex applications

for duplex print on printer 1 first.

— Perforations that are cut cleanly and are not embossed. A dull cutting wheel
embosses instead of cuts.

The number and strength of a form’s perforations can affect the stacking of fanfold
(box) forms in the stacker. If there are too many internal perforations, or if they are
too weak, form stiffness may be reduced to a point where the paper does not stack
fanfold forms in the stacker reliably. This is especially true with 60 to 72 g/m? (16

to 19 pound) paper.

Table 11 lists recommended form length, paper weight, and perforation
information. Using forms that fit these criteria will ensure reliable operation.

Table 11. Recommendations for Reliable Stacking for Fanfold Forms in Simplex

Page Length Form Weight Maximum Maximum
Horizontal Vertical
mm inches g/m® pounds Perforations Perforations
76.2 to 139.7 3.0 to 55 60 to 72 16 to 19 | Not Not
Recommended |Recommended
75 to 160 20 to 42 | Not 3
Recommended
1524 to 165.1| 6.0to 6.5 60 to 72 16 to 19 1 Not
Recommended
75 to 160 20 to 42 1 3
177.8t0 3556 | 7.0 to 140 | 60 to 72 16 to 19 1 (see note) 3 (see note)
75 to 160 20 to 42 2 3

Note: One horizontal or up to three vertical perforations can be used. Thoroughly
test the forms for reliable operation before using them for production jobs.

For best performance, use forms that meet the recommendations in this guide.
Provide your form vendor with the form criteria outlined in “Summary of Paper
Selection Recommendations” on page 31 and request forms that meet these criteria.

You may need to work with your form vendor to optimize some characteristics for

your application.

Perforation Strength Testing

This section describes IBM’s method for testing vertical and horizontal perforations
(folding and internal). It includes the equipment needed, the procedure, and the
references that contain the evaluation criteria.

Test Equipment:

* Pendulum Type (Schopper-700)
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* Load Cell Type (Instron-TM).

The equipment listed for these tests is not required; you may use equipment that
provides equivalent functions.

Note: To correlate test equipment, use Collaborative Reference Program for Paper, U.S.
Department of Commerce.

Suggestions for Testing:

1. Test 254 mm (1 in.) samples from each perforation produced by one revolution
of the perforation cylinder (15 mm test samples can be used in IBM World
Trade Corporation).

2. Select test samples from the right side, center, and left side of a full perforation.

3. Before testing, condition the samples for 8 to 12 hours at 18.3° to 23.9°C (65° to
75°F) and at 50% (+10%) relative humidity.

4. Place the test sample midway and parallel to the jaws of the test equipment.

Test References:

* Technical Association of Pulp and Paper Industry (TAPPI) Standard, T404 (U.S.)
* American Society for Testing Materials (ASTM) Standards

* International Organization for Standardization, 1SO 1924 (WTC).

Packaging

The following information applies to fanfold (box) forms only. This information
does not apply to continuous roll-feed forms.

Cartons used for shipping forms should contain top and bottom packing to hold
the stack of forms firmly in the carton and to prevent damage during handling.
This ensures that forms are flat and not damaged at the edges or folds. Avoid
using forms with partial breaks in perforations or manufacturers’ splices within the
paper. To avoid tearing webs and to avoid drag, forms should feed freely with
sufficient air around the sides of the forms. This can be accomplished several ways:

* Use zip-open cartons whenever possible.

* For cartons without side packing, remove forms from the carton and place them
in the forms input area.

* For cartons with side packing, remove the packing from the carton before
threading forms through the printer. The recommended minimum thickness of
the packing is 4.8 mm (0.19 in.).

¢ Cut cartons carefully to avoid cutting the forms inside.

* Ensure that cartons do not interfere with the end-of-form sensor beam that is
located about 406 mm (16 in.) above the forms input area.

* Labels must be packaged in inner liner plastic bags. Labels (because of multiple
layers) are more susceptible to environmental changes.

Cartons should be tightly closed with no open edges that could allow the forms to
absorb moisture unevenly. If forms are to be shipped, stored, or printed in an
environment outside the recommended range described in “Shipping, Storage, and
Operating Environment” on page 20, place a moisture barrier around each carton
or group of cartons. Changes in moisture can reduce print quality, change fusing
characteristics, and cause paper jams, misfeeds, unreliable folding, wrinkling,
moisture droplets in the printer, and form tearing.
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If your printer performance is satisfactory, do not change your paper packaging
and storage techniques.

Shipping, Storage, and Operating Environment

20

The following information applies to both fanfold (box) and continuous roll-feed
forms.

Keep forms in their sealed shipping container (the box or wrapped roll) until they
are loaded into the printer. The sealed shipping container lessens moisture
absorption during shipment from the supplier and during storage. Variations in
temperature and humidity affect paper size, weight, and flatness, which in turn
affect print quality and printer performance.

Store the sealed shipping containers off the floor (on a pallet, for example). In the
case of fanfold forms, in most cases, you can stack boxes up to six high, with each
box squarely set on the one underneath. Do not place additional weight on the
stack. When stacking boxes, consider the strength and stability of the boxes and
the weight of the paper.

Your continuous forms printer can operate in an environment of 16.0° to 29.0°C
(60.8° to 84.2°F) and a relative humidity of 20% to 80%. Expect degraded
performance outside this range. The best forms processing performance is achieved
at 18.4° to 23.8°C (65° to 75°F) and a relative humidity of 40% to 60%. This is also
the best condition for storing forms.

Note: IBM recommends storing the forms in the same environment that the printer
will be operating for 72 hours or more before using the forms.

The maximum temperature to which forms should be exposed is 43.3°C (110°F),
with relative humidity limits of 20% to 80%. Before using forms that are exposed
to temperature extremes, allow them to acclimate in their sealed shipping container
at the recommended temperatures for at least 72 hours.

The extended range of humidity limits in which the printer can operate (outside
the recommended values) can be an adverse environment for storing forms. When
this is the case, the forms should be moved to the printer work area shortly before
use so that they can be printed on within a half hour.

Manufacturers strive to produce forms with uniform moisture content. Changes in
moisture content during shipping, storage, and printing cause forms to expand and
contract. This can cause permanent physical damage to the forms. Uneven
moisture changes within the forms web can reduce form performance and print
quality in the continuous forms printer. If the paper is shipped or stored in an
environment where the relative humidity is outside the guidelines, place a
moisture barrier around each shipping container or group of containers. A
moisture barrier is not recommended for preprinted forms, because it could have
an adverse effect on the drying and curing of the printing ink.

Note: If opened or unprotected paper sits for long periods of time (for example,
overnight) in environments that exceed 60% relative humidity, the moisture
that is absorbed by the paper may cause print quality problems. If this
happens, remove a portion of the forms from the top of the box or about 25
mm (1 inch) of paper from the roll and continue. If the problem persists,
you should try another box or roll of forms.
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Chapter 2. Paper Recommendations for High-Resolution

Printers

Various IBM InfoPrint printers print with a resolution greater than 300 pel. (The
InfoPrint 4000 Model IR1/IR2, which prints with a resolution of 600 pel, is one
such printing system.) For the purposes of this document, any printer that prints
with a resolution greater than 300 pel is considered a high-resolution printer.
Quality paper supplies must be used in high-resolution printers to ensure excellent
print quality. This section provides paper recommendations for achieving the
performance that these high-resolution printers are designed to provide. The
recommendations in this section are in addition to the ones that are covered in
“Chapter 5. Selecting Paper” on page 27.

To ensure that the paper you purchase for use on high-resolution printers is
suitable for your application, the following is strongly recommended:
* Request the assistance of your paper supplier to select the proper paper.

* Test your application on a sample of a proposed paper prior to ordering large
quantities.

The following paper parameters have been found to be very important for
achieving the best possible print quality in high-resolution printers:
¢ Paper formation
* Uniformity of the following properties across the page:
- Electrostatic properties
~ Moisture content
- Paper smoothness.

Note: Paper samples from several paper vendors have been tested by IBM on
high-resolution printers. Print quality using the tested papers was
considered good. Ask your IBM marketing representative for specific paper
vendor recommendations to ensure that your printers produce the best
possible print quality for your applications.

Table Table 12 on page 22 provides information on form smoothness for
high-resolution printers.
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Table 12. Form Smoothness - High-Resolution Printers

Recommended

Smoothness
Type (Sheffield Units) Typical Application
16 Ib. high-bulk bond paper 200 + Not Recommended
16 or 18 Ib. high-bulk bond
paper 70 to 100 Internal Reports
20 Ib. bond paper 70 to 100 Internal reports

Statements /proposals

20 Ib. bond paper 70 to 100 Invoices/bills
20 Ib. specialty paper 70 to 100 Quality documents
Note: Test the form selected for each application using the appropriate application before
ordering large quantities of the form.
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Chapter 3. InfoPrint 62 Forms Specifications

The InfoPrint 62 printer can print on a wide variety of media. The supported

media includes:
* Fanfold paper

* Pressure sensitive paper (polyester, polypropylene)

* Special purpose labels
* Vinyl

Table 13. InfoPrint 62 — Forms Specifications

Specification

Minimum

Maximum

Length (process direction)

7.0 inches (177.8 mm )

22 inches (558.8 mm)

Length (with power stacker)

7.0 inches (177.8 mm)

12 inches (304.8 mm)

Width

7.0 inches (177.8 mm)

16.0 inches (406.4 mm)

Weight - Bond

17 Ib/ream (64 g/m2)

44 lb/ream (165 g/m2)

Weight - Letter Basis

17 Ib/ream (64 g/m?)

54 Ib/ream (204 g/m?)

Weight - Label

44 lIb/ream (71 g/m?)

125 lb/ream (204 g/m?)

See Table 9 on page 4 for additional forms specifications for InfoPrint 62 printers.

© Copyright IBM Corp. 1991, 1998
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Chapter 4. InfoPrint 3000 Forms Specifications

The InfoPrint 3000 printer can print on a wide variety of media. The supported
media includes:

* Fanfold paper
* Pressure sensitive paper (polyester)
* Labels

Note: IBM recommends that you contact your IBM Marketing Representative to
discuss your label requirements. It is also recommended that you have
IBM test or review the labels you intend to use before you order large
amounts.

For further information on forms specifications for the InfoPrint 3000, see Table 7
on page 4 and Table 8 on page 4.
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Chapter 5. Selecting Paper

This chapter explains what you need to consider when you select paper and
paper-based forms for use in an IBM continuous forms printer, including:

* Quality

* Weight and thickness

* Fusing ability

* Smoothness

* Summary of paper selection recommendations.

Note: Form refers to either a continuous fanfold stack (box) of pages or a
continuous roll of pages. Paper refers to a fiber-based material that is used to
make forms. IBM strongly recommends testing any forms prior to
purchasing large quantities to assure satisfactory performance.

For information about preprinted forms, see “Chapter 6. Selecting Preprinted
Forms” on page 35.

Paper Quality

Bond paper made from at least 80% chemical wood pulp is recommended.
Characteristics of this type of paper are normally within the ranges that work best
in the continuous forms printer. Experience also indicates that some papers with
25% cotton content are satisfactory. Some recycled papers are satisfactory when the
paper parameters meet the recommended values (see “Summary of Paper Selection
Recommendations” on page 31).

Some paper suppliers offer recycled and blended papers. Recycled paper should
conform to the fiber content characteristics (80% chemically pulped wood), and in
all other ways conform to the paper quality recommendations. In addition,
recycled paper should be free of any contaminants that may have been added to
the paper in its previous application. Some of these contaminants can interfere
with print quality, paper handling reliability, or toner adhesion. Additionally, these
contaminants can build up on various paper-path and print-element components
and cause premature failure of these components. Blended papers of lower
chemical wood pulp content may be desirable for economical and ecological
reasons. Consider these papers carefully, as there may be an increased printer
operating cost when processing these papers.

IBM can assist customers in developing criteria for selecting forms for various
applications; however, customers are responsible for initiating contact with form
vendors and making the final selection. For additional information, see “Chapter 1.
General Guidelines for Selecting Forms” on page 1.

Note: Provide the paper supplier with the form criteria outlined in this guide (see
“Summary of Paper Selection Recommendations” on page 31) and request

forms that meet these recommendations.

For best performance, use forms that meet the recommendations in this guide.
Forms that do not meet these recommendations may be acceptable if they run well
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and do not cause machine damage. If the use of a form causes printer damage,
service calls, or part replacement (other than that caused from normal wear), IBM
will charge the customer for the time and material of all required service and parts.

IBM recommends testing recycled and blended papers for your applications, as
described in “Chapter 9. Testing Forms and Applications” on page 47. This testing
should consist of an initial test sample (2 to 4 boxes or one third roll) as well as
follow-up testing. This follow-up testing should demonstrate the printer’s ability to
perform for 30 to 60 days. Perform all initial testing of new forms by using your
own application.

Note: Pay special attention to any effect the paper might have on printer
components (such as the photoconductor drum and fuser), or on the
environment (volatile emissions).

Consider the following paper characteristics when choosing your paper and
paper-based forms:

* Paper exposed for about five minutes to a maximum fuser temperature of 204°C
(400°F) and a pressure of 50 pounds per square inch (3.4 x 10° N/m?) emits
small amounts of some compounds that may cause odors. Examples of
odor-causing compounds are sulphur compounds, chlorides, resin-base aerosols,
and organics. Such emissions may create an industrial hygiene safety exposure
(see “Chapter 10. Safety Practices” on page 53).

* Coated paper and paper with a waxy surface can cause fusing failures.

* Embossed paper may cause wear on printer components, such as
photoconductors and fuser rolls, and may reduce print quality.

* Paper containing synthetic resins, synthetic sizing agents, or plastics may cause
fusing failures.

* Paper with poor surface stability and high amounts of sizing and filler can
create paper dust. Excessive paper dust and chads (the residue separated from
the carrier holes) can cause printer malfunctions and operator interventions.
Filler should be limited to 15 to 20% by weight.

* Certain adhesives or coatings added to paper can soften or weaken the paper
and give off vapors that cause discomfort to operators or service personnel. The
additives should not be abrasive or have a tendency to chalk. Test these papers
thoroughly before using large quantities.

¢ Certain salts or metallic compounds added to paper to reduce static charge can
reduce print quality and cause printer contamination.

* Fillers and other additives may increase paper abrasiveness and cause excessive
machine wear, reduced print quality, increased operator interventions, or fusing
failures.

* Some papers produce large amounts of paper dust that can cause reduced print
quality, increased operator interventions, and fusing failures. Sizing should hold
the filler in the fibers.

* Forms with calender cuts, grease spots, loose sizing particles, wrinkles, voids,
cuts, and tears can cause misfeeds and illegible characters.

* Moisture in forms can cause differences in the final print appearance. To transfer
enough toner to the paper, the conductivity of the paper must be reasonably
low. Increasing paper moisture causes an increase in paper conductivity. The
range of 3.7% to 5.3% moisture content, by weight, is best. When testing the
moisture content, measure paper immediately after removing it from the
shipping carton.
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Paper Dust Contamination

Paper dust is loose filler, starch, rosin, and fiber particles. In impact printing
processes and nonimpact printing processes, some release of paper dust to the
environment and some dust contamination within the printer is unavoidable.
Speed and high-volume usage of the continuous forms printer are factors that
contribute to the buildup of paper dust on printer components. The level of paper
dust due to paper finishing and converting processes influences the need for
operator cleanup and printer service. To reduce printer malfunctions and operator
interventions, ensure that forms are free of loose or hanging chads (see Table 16 on
page 32) and dust.

Using paper with good surface stability and low amounts of internal size and filler
reduces contamination from the paper and helps improve fusing quality (see
“Fusing Ability” on page 30).

Paper Weight and Thickness

Basis weight refers to the heaviness of paper. The definition of basis weight is:

* In U.S. measurements: The weight, in pounds, of 500 sheets of 17 inch by 22
inch bond paper. Standard U S. basis weights are 16 to 42 pounds.

* In metric measurements: The weight, in grams, of one sheet of 1 square meter
(m#) paper. Standard metric basis weights are 60 to 160 grams per square meter

(g/m?2).

Note: Weight tolerance for continuous forms printers conforms to conventional
industry standards (£5%).

Forms with a basis weight of 60 g/m2 (16 pounds) or less do not stack or feed as
well as heavier forms.

Table 14 gives the recommended basis weights for paper and labels.

Table 14. Basis weight recommendations

Media Simplex Duplex

Paper 16 - 42 pounds ! 3 18 - 28 pounds 2
Labels (heaviest part of 54 pound -

label)

Notes:

1. Duplex printers running in simplex mode should limit weight to 28 pounds on printer
2, and 42 pounds on printer 1.

2. Exception: 17 pound paper is approved for use in the Japanese markets.

3. The maximum paper weight for 324 ppm printers running in simplex, duplex, or dual
simplex mode is 28 pounds.

Caliper describes and compares the thickness of paper. The maximum caliper for
continuous forms printer forms is 0.0079 in (0.20 mm).
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Smoothness

Smoothness is the evenness of the surface of the form. Rough forms tend to cause
variable print darkness, loss of fine lines, and poor toner adhesion. Forms that are
too smooth may cause jams in the printer. In general, the 3900 family of printers
works better with smoother forms than do previous IBM printers.

Form smoothness is a function of:

¢ The type of material used to make the form

* The processing of the material

For best operation of the continuous forms printer, the smoothness of the form
should be between 70 and 150 Sheffield units; (70 to 220 Bendtsen units).

Table 15 provides information on form smoothness. For information specific to 600
pel printers, see Table 12 on page 22.

Table 15. Form Smoothness - continuous forms printers

Recommended
Smoothness *
Type (Sheffield Units) Typical Application
16 pound high-bulk bond paper 200 + Not Recommended
16 or 18 pound high-bulk bond
paper 70 to 200 Internal Reports
20 pound bond paper 70 to 200 Internal reports
Statements/proposals
20 pound bond paper 70 to 150 Invoices/bills
20 pound specialty paper 70 to 120 Quality documents
¥ Smoothness less than 50 Sheffield Units is not recommended for any weight paper that is
used on 240/300-pel and 480/600-pel printers.
Note: Test the form selected for each application using the appropriate application before
ordering large quantities of the form.

For duplex printing applications, both sides of the paper must fall within the
values listed in Table 15.

The family of high-resolution printers will perform better with paper that is
smoother than those specified for other continuous forms printers. See your IBM
marketing representative for specific paper vendor recommendations to ensure that
your high-resolution printer produces the best possible print quality for your
application. For additional information, see “Chapter 2. Paper Recommendations
for High-Resolution Printers” on page 21.

Fusing Ability

Fusing refers to the process by which toner is melted onto a form to create a
permanent bond. Selecting forms designed for electrophotographic printing can
enhance fusing quality, and therefore print quality. The information in this section
can help you choose paper and paper-based forms that can achieve high-quality
fusing. Form testing is always a necessary part of the selection process.

The best fusing is achieved when toner particles adhere to the paper surface, to the
individual fibers that make up the paper structure, and to other toner particles.
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Depending on the model of the printer, either heat and pressure together, or heat
alone is used to fuse the toner with the paper fibers.

The ingredients used in making paper have a significant effect on this process.
Some materials resist penetration and adherence of the toner.

The fillers and sizing agents used in paper may vary in different countries, because
the raw materials that are available and the cost of those materials vary. Even
within a country or geographic area, differences in paper-finishing agents and
sizing procedures used by each mill may cause variations in fusing quality.
Similarly, papers of different grades from the same mill (for example, bond,
uncoated offsets, and ledger) may also have different fusing characteristics.

Good fusing papers contain minimal amounts of the organic additives traditionally
used for sizing printing and writing paper (slack rosin-starch sheets). Use paper
treated to resist liquid penetration (hard sizing) only after thoroughly testing it for
fusing quality. The following factors can have a significant effect on fusing quality:

* Surface Sizing
Sizing agents affect contact between toner and paper. Avoid paper treated with

synthetic sizing agents, such as alkylketene dimer or alkenyl-succinic anhydride.
These sizing agents may affect fusing quality. Keep overall sizing low.

* Smoothness
In general, the printer’s fusing system works better with smoother papers.
Rough papers tend to reduce fuse quality.
For duplex printing applications, both sides of the paper must fall within the
values that are listed in Table 15 on page 30 or Table 12 on page 22.

¢ Paper Weight
Lighter-weight paper improves heat conduction from under the paper to the
unfused toner on top of the paper at the preheat platen. See Table 11 on page 18
for recommended paper weights for various sheet lengths.

* Moisture Content (Shipping)

Because the printer fusing temperatures can vaporize moisture in the paper,
excessive moisture content prevents the paper from heating adequately for
fusing. Fusing and paper-handling performance is best with paper that is used
immediately after it is removed from the shipping carton. (The moisture content
is generally 3.7% to 5.3% when shipped from the paper manufacturer.)

Controlling these characteristics improves fusing performance for many of the
papers typically used in the continuous forms printer; however, only actual testing
can determine the exact effect of any form on fusing performance.

Summary of Paper Selection Recommendations

Table 16 on page 32 summarizes recommendations that can help you and your
paper supplier choose the paper that is most suitable for your continuous forms
printer. For packaging recommendations, see “Packaging” on page 19.

See “Chapter 7. Selecting Special-Purpose Materials” on page 39 for information
and recommendations concerning special paper, such as preprinted, prepunched,
and perforated paper.

IBM recommends using 75 g/m?2 (20 pound) continuous form bond, and that you
initially test a small sample of supplies in your continuous forms printer before
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you purchase production quantities for a given application.

Table 16. Paper Selection Recommendations - Summary

Basis-Weight Range

Parameter Test Method Recommendation
Basis Weight 20 pound (75 g/m?)
(Preferred) D 464, ISO 536
(see Notes 2 and 3)
Acceptable 1642 pound

(60 g/m>-160 g/m?)

for simplex applications
18-28 pound

(68 g/m*-105 g/m?)

for duplex applications

Caliper T 411, 1SO 0.0032 - 0.0079 in.
534 (0.08 — 0.20 mm)
(see Notes 1 and 3)

Stiffness T 489 17-19 pound

(Taber) (see Note 1) (64-72 g/m?)

Machine direction:
1.2 Taber units

Cross direction:
0.5 Taber units

(see Notes 1 and 3)

Coefficient of D 1894 0.45-0.65

Static Friction (see Notes 2 and 4)

Porosity UM 524, ISO 10 sec/100 ml minimum
(Gurley) 3687

Fiber Composition

80% chemical wood pulp or
woodfree pulp (The
European term woodfree pulp
is synonymous with the
American term chemical wood
pulp.) (either sulphite or
kraft)

Color

White or pastel colors

Ash Content

T 413, ISO 2144
(see Notes 1 and 3)

18% Maximum

Filler

The amount and type of
filler should be chosen to
produce a paper that has low
abrasive and dusting
characteristics. In general,
low filler percentage and
small particle size are best.

Surface Sizing

Starch

Internal Sizing

Acid rosin or synthetic
(alkylketene dimer

(see Notes 2 and 3)

or
alkenyl-succinic anhydride)
Moisture D 644, ISO 3.7 - 53%
Content 287 (see Note 6)
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Table 16. Paper Selection Recommendations - Summary (continued)

Parameter Test Method Recommendation

Surface D 257 ' 1x10"° - 1x10*2
Resistivity (see Notes 2 and 5) ohms

(see Note 6)

Chad < 25 loose chads per 2500

feet of forms; no hanging
chads (all holes fully
punched).

No agglomerated chads.

Paper Formation Visual The paper should be uniform

In appearance when it is
viewed by holding a light
source behind the paper.

All tests were conducted per TAPPI 402 or ISO 187, except moisture content, which
pertains to the paper as packaged.

Notes:

Ok wN >

o

Testing method—Technical Association of Pulp and Paper Industry (TAPPI).
Testing method—American Society for Testing Materials (ASTM).

Testing method—International Organization for Standardization (ISO).

Use 127 mm per minute (5.0 in. per minute) pull rate.

Isolate the test specimen from the metal backing plate with a piece of smooth,
nonconductive polyester film, at least 0.254 mm (0.010 in.) thick. Use 100 volts.

The following paper parameters have been found to be very important for
achieving the best possible print quality on the 600 pel high-resolution printers:

* Paper formation
¢ Uniformity of these properties across the page
— Electrostatic properties
- Moisture content
— Paper smoothness (the 600 pel printers will perform better with smoother
paper).
Ask your IBM marketing representative for specific paper vendor
recommendations to ensure that your 600 pel printer produces the best possible

print quality for your application. For additional information, see “Chapter 2.
Paper Recommendations for High-Resolution Printers” on page 21.

The maximum paper weight for 324-ppm printers is 28 pounds.

Chapter 5. Selecting Paper 33
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Chapter 6. Selecting Preprinted Forms

This chapter describes important characteristics of inks and papers that you should
consider when selecting preprinted forms. A preprinted form is one on which ink
has been applied before the printer prints on it. This includes mill and converter
markings in the carrier strip area.

In some cases, it may be possible to use Advanced Function Printing capabilities
instead of preprinted forms. Refer to “Electronic Overlays” on page 37 for
information about an alternative to preprinted forms.

General Recommendations

The family of continuous forms printers accept a variety of inks and papers for

preprinted forms. When ordering preprinted forms, specify that the forms are

intended for use in an IBM continuous forms printer. In addition, the following

requirements and recommendations can help you use preprinted forms more

effectively and help maintain reliable printer performance:

* The inks and papers that are used in preprinted forms must not emit vapors to
the environment at levels that create an industrial hygiene safety exposure.

* Inks with phthalate esters in any concentration should not be used.

* Penetrating inks with high residual amounts of petroleum-based solvents should
not be used.

* The inks must not contain any metallic or organic additives that either
significantly affect print quality or constitute a health hazard when they are
processed by a continuous forms printer (for example, a high titanium content).

* The forms must allow toner to adhere to the paper.

* The forms and preprinted information must not interfere with the normal
function of paper path sensors.

¢ Brightening agents such as titanium should be avoided, especially at high levels
to avoid print quality and fusing problems. '

Note: To ensure proper printing, two clear zones (areas within the tractor-hole strip

that contain no printing) are required:

* The first clear zone is 8.13 + 0.10 mm (0.320 = 0.004 inches) wide and runs
the full length of the form in the process direction. This clear zone is 4.07
£ 0.05 mm (0.160 + 0.002 inches) on either side of the center line of the
tractor holes. Printing in this area causes skew sensor errors and your
print job can fail.

* In addition, if sidel/side2 verification marks are used, there must be a
clear zone that is approximately 51 mm (2 inches) from the top of the
form and includes the entire width of the tractor strip.
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Figure 13. Paper Path Sensor Locations

The forms must be printed with heat-resistive inks that are formulated to
withstand the fusing temperature and the mechanical action of the printer.
Ultraviolet (UV) inks are recommended for optimum overall performance. UV
inks will cure faster and are less likely to transfer to the printer hardware.

UV inks and soy-based inks should be screened to a level of 50% to reduce the
chance of printer contamination.

After preprinting, allow sufficient time for the ink to cure (dry) before processing
the forms. A minimum of 72 hours is recommended. Some inks with different
formulations may require additional drying time. If inks are not cured correctly,
they will transfer to the components — especially in the fuser area — causing
print quality problems, premature parts replacement, and added maintenance.
The final forms design should be tested on a continuous forms printer to verify
that the layout is accurate and that the paper and ink are compatible with the
printing process.

Select paper with pH (hydrogen-ion concentration) for correct ink curing, based
on ink and printing conditions.

Avoid using paper that is smoother than 70 Sheffield Units.

Avoid preprinted forms that are embossed or thickened.

If tinting inks are used, enhance fusing quality by screening, or leave the area
uninked where the continuous forms printer will print.

Avoid solid preprinted areas on forms, particularly reverse headings, and logos.
To decrease the amount of applied ink, screen the deeper-hued ink to obtain the
desired color. These areas can usually be screened to 50% or less without losing
their identity.

Avoid vertical lines. They are more susceptible to ink transfer than horizontal
lines. If vertical lines cannot be eliminated, screen them, if possible.

Store forms within the environmental limits that are described in “Shipping,
Storage, and Operating Environment” on page 20 to allow the best drying and
curing of the ink. Also, do not use a moisture barrier around cartons during the
ink-curing period.

Vapor Emissions from Preprinted Forms

To verify that preprinted forms do not emit unwanted vapors, subject forms
samples to a temperature of 204°C (400°F) and a pressure of about 3.4 x 10° N/m?2
(50 psi) for five minutes. Under those conditions the forms must not emit:

e
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Low-boiling aldehydes or halogen-containing compounds
Ketones (for example, benzophenone)
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¢ Esters (for example, triacetin)
* Any vapor that causes discomfort to operator or service personnel
* Any vapor that causes printer components to deteriorate.

Electronic Overlays

Advanced Function Presentation (AFP) lets you start with a plain piece of paper
and print on it virtually any combination of fonts, lines, and images. AFP also
allows you to define and store collections of constant data that can be combined
with varjable data at print time. This stored constant data is known as an electronic
overlay. Instead of using preprinted forms, you can use electronic overlays to put
boxes, lines, shading, text, and logos on a page.

Using electronic overlays can result in significant savings in forms cost and storage
space, as well as in operator time required to load and unload preprinted forms. If
a design needs to be changed, electronic overlays can be changed more quickly
and without paying scrap charges. In addition, using electronic overlays eliminates
concerns about the papers and inks used in preprinted forms.

For additional information about AFP and electronic overlays, refer to Guide to
Advanced Function Presentation, G544-3876 and Overlay Generation Language/370:
User’s Guide and Reference, S544-3702.

Forms for Advertising

Forms used in advertising often contain special paper and deep-hued, multicolored
inks applied in larger amounts than is advisable for use in a continuous forms
printer. Sometimes these forms create objectionable emissions and cause ink to
transfer to printer components.

Multicolored, heavily inked forms sometimes give off a pungent odor at room
temperature. The odor increases when the forms are processed in a continuous
forms printer.

Note: Do not use forms that emit vapors that cause discomfort to operators and
service personnel.

Improved ventilation can reduce the level of airborne contaminants (see
“Chapter 10. Safety Practices” on page 53). Test any applications involving heavily
inked preprinted forms before using them for production jobs.

Forms for Negotiable Documents

Special papers and inks are sometimes used for negotiable documents, such as
checks, that are intended for use on impact printers. In general, the intent is to
improve the anti-fraud characteristics of the documents. Other safeguards, such as
unique character sets and type styles, are not often used on impact printers
because of increased costs and reduced printer throughput.

With a continuous forms printer, some safety inks and papers tend to inhibit

thorough fusing of the toner onto the paper fibers. Uniquely styled characters are
easy to develop, and may be an acceptable alternative to special forms.

Chapter 6. Selecting Preprinted Forms 37



38

73

Note: Test all applications of this type to make sure your output satisfies

auditing, security, and environmental requirements.

The following information reflects known practices for negotiable documents or is
based on test results.

Forms Design Reference

In marginal fusing situations, use 75 g/m? (20 pound) paper, which may work
better than 90 g/m? (24 pound) paper. Using a different contrast setting on a
continuous forms printer can also help.

Use pre-heat control as instructed in the operator’s guide for your printer.
Change the application program and format to print amounts in both words and
numbers, with no loss in throughput. Also, numeric fields can be printed with a
reverse character set; that is, the background is toned and the digits are the color
of the paper.

If the document is to be folded, select a lightweight paper that lessens the
chance of toner cracking on the fold and breaking characters.

Use a paper base that fuses well (see “Fusing Ability” on page 30).
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Chapter 7. Selecting Special-Purpose Materials

This chapter details recommendations and limitations relating to the following
special-purpose materials:

* Prepunched forms

* Labels

“Chapter 9. Testing Forms and Applications” on page 47 contains additional

information about techniques to use when you are evaluating special-purpose
materials.

Prepunched Forms

The following considerations apply to the location and size of binder holes and
corner cuts in forms used with continuous forms printers:

* The total area of binder holes and corner cuts within any 76.2 mm (3 inch) linear
segment along the length of the paper web must not exceed 100 mm? (0.16
square inches), regardless of form size.

Note: Forms can have binder holes totaling 100 mm? (0.16 square inches) at both
the top and bottom of the form, as shown in Figure 15 on page 40,
example A.

* Binder holes and corner cuts (opening containing a right angle) should not be in
the 12.7 mm (0.5 inch) tractor-hole margin strips.

Note: An optional hole with a diameter of 4.75 mm (0.187 inch) is allowed at
each corner of the form. Figure 15 on page 40, example B, shows
permitted combinations of openings per 76.2 linear mm (3 linear inches).
Table 17 on page 41 specifies the dimensions of binder holes and corner
cuts. Arrangements other than those shown are acceptable when the 76
mm (3 inch) rule is maintained.

* Some binder-hole locations in the interior of the form may contribute to
abnormal paper shrinkage at the fuser. When this happens, printing near the
hole is fused poorly. As with all forms, you need to test prepunched forms
before selecting the final design.

* Binder holes should be at least 6.0 mm (0.24 inch) from horizontal or vertical
perforations.

Note: To ensure proper printing, two clear zones (areas within the tractor-hole strip

that contain no printing) are required:

* The first clear zone is 8.13 + 0.10 mm (0.320 = 0.004 inches) wide and runs
the full length of the form in the process direction. This clear zone is 4.07
+ 0.05 mm (0.160 + 0.002 inches) on either side of the center line of the
tractor holes. Printing in this area causes skew sensor errors and your
print job can fail.

* In addition, if sidel/side2 verification marks are used, there must be a
clear zone that is approximately 51 mm (2 inches) from the top of the
form and includes the entire width of the tractor strip.
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Figure 14. Carrier Strip Sensor Locations

Before making production runs with prepunched forms, test the application to
make sure that the you are satisfied with the printer performance and the output
quality. Prepunched holes can interact with forms line sensors causing misfeeds.
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Table 17. Dimensions of Typical Binder Holes and Corner Cuts

Type of Cut Dimension Area Number per 76
linear mm (3
mm inch mm? inch linear inches)
Binder Hole Diameter 6.35 0.250 31.61 0.049
7.94 0.310 49.68 0.077 2
9.52 0.38 70.97 0.110 1
Corner Cut, Triangular 95x 4.8 0.380 x 0.190 22.58 0.035 4
12.7 x 6.35 0.50 x 0.25 40.00 0.620 2 -

Labels

Printable labels vary widely in their weight, construction, and adhesive. Because of
this, label applications require thorough testing before ordering production
quantities. These applications require more operator support than standard
applications.

If you choose to print labels with a continuous forms printer, follow the
recommendations in this chapter very carefully and work closely with your IBM
marketing representative while you are selecting labels stock. Your marketing
representative can give you technical help and share information from other
successful continuous forms printer users.

Note: Adhesive labels are not supported for duplex applications. Duplex printing
systems can support adhesive labels only when running in simplex mode.

“Chapter 9. Testing Forms and Applications” on page 47 contains additional
information about techniques to use when you are evaluating label stock.

Label Design

The final design should be tested on the printers to verify compatibility with the
printing process.

Label Types

Figure 16 on page 42 describes the typical types of labels used on continuous forms
printers. These labels must meet the requirements set forth in this document.
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Face stock Two part with adhesive on face stock

Adhesive 7 ]
Carrier

Face stock Two part with adhesive on face stock and plain paper

\ Plain paper \

L. [ ]

Adhesive 7
Carrier

AQIMOD455

Plain paper \ One part with dry-gum adhesive applied to back of form

Dry-gum /"

adhesive

Figure 16. Types of Labels

Label Design Requirements

Labels must withstand a temperature of 204°C (400°F) and 3.4 x 10° N/m? (50 psi)
while passing through the fuser station. The labels must withstand a continuous
temperature of 138°C (280°F) while they sit on the preheat platen when the printer
is not printing.

Labels must be placed no closer than 1.27 mm (0.05 in.) to the top or bottom page
fold.

The label must be able to form around a 44 mm (1.75 in.) radius at a 180° angle
without detacking.

The label must have a minimum release value from the carrier of 40 grams/inch
(180° peel at 25 feet/minute).

Adhesive must not be left on the carrier after removing the matrix.

Die cuts and internal perforations must not allow adhesive to ooze to the label
surface.
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Adhesive

Permanent, removable, or dry-gum adhesive must meet temperature, pressure, and
static requirements. The dry-gum adhesives must not abrade (scrape or rub) off the
form and deposit on printer components.

Face Stock Selection

The face stock can be paper or other materials. When selecting the face stock,
remember the temperatures and pressures previously mentioned.

Because of the low melt point of vinyl materials, their use is not allowed in a
continuous forms printer unless they can meet the temperature and pressure
requirements.

Face Stock Paper

Paper used in a continuous forms printer must be fanfold (boxed) or roll-feed,
continuous-form bond. The accepted definition of bond is paper that is formulated
from 80% chemical wood pulp. Characteristics of this type of paper are normally
within the ranges that work best in a continuous forms printer. However,
experience indicates that papers with 25% cotton content are satisfactory.

Carrier Material

Carrier material must be compatible with the mechanical and thermal conditions
present in a continuous forms printer.

Basis Weight and Thickness

The total basis weight for the face stock, adhesive, and carrier must not exceed 25
kg (54 pounds), which equates to approximately 500 sheets of 432 mm x 559 mm
(17 in. x 22 in.) paper. The total thickness for the face stock, adhesive, and carrier
must not exceed 0.2 mm (.0079 inch).

Smoothness

In order to obtain effective toner transfer and fusing, the Sheffield smoothness must
be between 70 and 150 units. For information specific to 600 pel printers, see
“Chapter 2. Paper Recommendations for High-Resolution Printers” on page 21.

Recommendations

The following recommendations can help you minimize both printer malfunctions
and low-quality results when using a continuous forms printer for printing on
pressure-sensitive labels:

* Hold the basis weight and caliper of the label stock to a minimum to decrease
the number of machine checks and to improve fusing quality. A continuous
forms printer does not accept paper with a caliper greater than 0.2 mm (0.0079
inch) (54 pound stock maximum).

¢ Label stock must be able to withstand 204°C (400°F) and 3.4 x 105N /m? (50
pounds per sq. in.) for about five minutes without functional change, and
without causing the adhesive to bleed. Permanent (nonremovable) labels more
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often contain adhesives of sufficient heat and pressure stability; therefore, they
are likely to perform adequately in a continuous forms printer.

Label stock must not emit vapors or odors that cause discomfort to operators or
service personnel.

Coated and synthetic labels can cause poor fuse quality and poor operation in
the electrophotographic process of the printer. If treatment is necessary, treat
labels on the surface only, and use compounds specifically designed to enhance
the operation (fusing, for example) of the electrophotographic process.

If bar codes are used, test them with a scanner to ensure that they meet scanner
tolerances for fusing and print quality.

Page perforations should conform to the tensile strength recommendations in
“Perforation Strength” on page 16. Ensure that all perforations are clean and that
all pages are lying flat.

Preprinted label stock should have inks conforming to the recommendations in
“General Recommendations” on page 35. Test samples of the stock before
ordering large quantities. When running tests, focus on ink stability and the
tendency of ink to transfer to printer components.

Operator Tasks

Printing labels sometimes requires operator involvement beyond the usual tasks of
loading forms and emptying the stacker. For example, the operator may need to:

Clean the printer before and after every label job
Load unusually heavy label stock manually
Check newly loaded labels for precise alignment and print registration

Refer to your operator’s guide for more information about operator tasks.
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Chapter 8. Developing Special Applications

IBM continuous forms printers in combination with IBM’s Advanced Function
Presentation licensed programs, supports a variety of special applications, such as
those that print optical character recognition characters and bar code output. This
chapter contains information about the forms used for these applications.

Optical Character Recognition Forms

Special bond and ledger-form papers designed for printing optical character
recognition (OCR) are similar to the standard smooth bond described in “Paper
Quality” on page 27; however, OCR forms have less contamination and less
fluorescence than standard smooth bond, which enhances the OCR reading
process. These special papers and similar security papers are not designed for use
in the electrophotographic process. Test them thoroughly before ordering
production quantities for your OCR application.

OCR papers can range from 20 to 24 pound basis weight. However, for best
performance, OCR papers should be 24 pound basis weight.

Test OCR applications in the printer for adequate print quality and toner adhesion,
and in an OCR reader for character recognition. Refer to “Chapter 9. Testing Forms
and Applications” on page 47 for techniques to use when evaluating OCR
applications. For further details, consult your IBM marketing representative.

For improved readability, print OCR characters at C1 to C3 contrast settings.

Bar Code Forms

The same paper considerations described for printing OCR forms also apply to
printing bar code forms.

Test bar code applications in the printer for adequate print quality and toner
adhesion, and in a bar code reader for scanning quality. Test your bar code
applications using the techniques described in “Chapter 9. Testing Forms and
Applications” on page 47.

The examples in Figure 17 on page 46 show how bar codes can be oriented. Keep
these options in mind as you consider label configurations and the type of forms
you order for your application.
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Figure 17. Examples of Bar Code Orientation

Bar codes can be created either by using fonts or by using draw rules. IBM
continuous forms printers support the use of the four-pel module width.

The bar code fonts that are available with Bar Codes/Optical Character
Recognition, Licensed Program 5688-021, have a minimum-module width of 0.4
mm (0.016 in.). This applies to both bars and spaces. IBM’s AFP licensed programs

can be used either to modify the module width (for example, to three pels or to six

pels) or to control the orientation. For information about the subroutine that
accesses and uses these fonts, refer to Bar Code Fonts User’s Guide, 5544-3190.
Additionally, information about IBM’s AFP licensed programs can be found in
Guide to Advanced Function Presentation, G544-3876 and Overlay Generation
Language/370: User’s Guide and Reference, S544-3702.

You can create your own bar codes by drawing rules and defining the width of
those rules and spaces by using Document Composition Facility (DCF), Licensed
Program 5748-XX9, Version 3, Release 2. For more information, refer to Document
Composition Facility: Bar Code User's Guide, S544-3115.

For information about the advantages and flexibility of bar code printing, refer to
Data Stream and Object Architectures, Bar Code Object Content Architecture Reference,
5544-3766.

The continuous forms printer processes forms of light-pastel colors such as blue,
buff, canary, goldenrod, green, pink, and salmon. All printing by the continuous
forms printer is black. Dark paper colors may interfere with operation of the
sensor that detects paper jams and the sensors that check for proper steering of
forms through the forms path if the colors are in the tractor strip area.
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Chapter 9. Testing Forms and Applications

This chapter contains information about testing forms to be used in an IBM
continuous forms printer. The chapter answers questions about testing and
presents test procedures. The information is intended to help you identify—and
avoid—potential forms-related problems. Discovering problems early can save you
money in paper and maintenance costs.

Questions and Answers: Testing Forms and Applications

These questions and answers can help you decide what forms and applications to
test, and how to test them.

What is an Ideal Form and Application?

An ideal application for a continuous forms printer would print standard-font text
and simple images on plain paper. The paper would be 75 g/m? (20 pound)
xerographic bond that meets the guidelines found in “Chapter 5. Selecting Paper”
on page 27. This paper is manufactured specifically for use in nonimpact printers,
and is free of binder holes, cut-outs, and other cuts. The page layout keeps text
and images away from perforations. After leaving the printer, output from an ideal
application is allowed to cool, and receives minimal handling, rubbing, and
creasing.

When processing an ideal form, the printer can deliver optimal print quality and
reliability. With forms that deviate from the ideal, print quality may decrease, and
the need for operator interventions may increase.

It is important that you test any forms and applications that do not match this
ideal form and application description. Do your testing before processing large
production orders or print jobs.

When Should | Test My Forms and Applications?

IBM recommends testing all new forms prior to any commitment to purchase large
quantities. IBM recommends testing any form that is outside the guidelines
specified in “Chapter 5. Selecting Paper” on page 27. This testing will assure that
the expected results are achievable. Some candidates for tests:

* Envelopes

¢ Adhesive labels (simplex only)

* Preprinted forms

¢ Light or heavy forms

¢ Rigid forms

* Colored paper

* Recycled paper

* Forms with binder holes, cut-outs, or other cuts

* PForms with running perforations or multiple perforations.
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IBM recommends testing all new applications on samples of the expected output
forms. Candidates for tests:

* Bar codes

* OCR print

* Solid-fill areas

¢ Printing near perforations

* Large amounts of text in small fonts

¢ Images

Sometimes an application is a candidate for testing because of what happens to the

output after it leaves the printer. Conditions that can affect print jobs after printing
is completed include:

* Heat and Pressure
A continuous forms printer uses heat and pressure or heat alone to put print on
the form. Applying heat and pressure to printed output can change the output.
For example, if you take forms warm from the printer and put them into a tall
stack, the weight of the stack can cause pages to stick together. The same effect
can result from using a shearing press to cut stacks of warm forms.

* Moisture
Water and other solvents can cause print to smear on some forms.

* Handling

Frequent handling or rubbing can erase print from a form. For example, print on
a price tag may rub off as shoppers repeatedly grasp the tag to look for size and
price information. Similarly, perspiration on an operator’s hand may leave a
blurry thumb print.

What Will Testing Tell Me?

When you test, you can expect one of the following results:
* The application completes successfully, and you are satisfied with the output.

* The application cannot run at all or may require support from the form vendor
or IBM Service.

* The application completes, but with some reduction in print quality or printer
reliability.

If your application is in the last category, review the output and your
requirements, and then decide whether you are satisfied with the quality and
reliability achieved. In some cases, you can make changes that improve the test
results. Here are some possibilities:

Adjust the Process

Changing any one element in the overall printing process can affect other elements.
Review your task from start to finish to determine where adjustments can be
made. For example, consider the following:

Can I change the forms?

Can I change the way the forms are stored?

Can I change the application?

Can I change the way the forms are handled after printing?
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For example, if you are having trouble with a particular preprinted form, consider
whether you can achieve the result you need with an electronic overlay, and
eliminate the preprinted form completely.

Consult with your forms suppliers and let them know that you are using a
continuous forms printer. They can identify which of their products are suitable for
processing on an electrophotographic, hot-fusing printer. Consult your IBM
marketing representative for information about forms and applications that are
being used successfully with continuous forms printers and other IBM nonimpact
printers. Always specify which model of printer that you have when ordering
forms from a form vendor.

Adjust the Printer

IBM printers have print quality controls that are accessible to the operator. Refer to
the Operator’s Guide for your printer for information on how to improve print
quality.

If print quality problems persist, call your service representative to verify that the
printer is adjusted to specification.

How Do | Evaluate the Test Results?

The tests described raise some important questions. Only you and your user
community can determine which questions are most important, and what levels of
quality and reliability are acceptable in your particular circumstances.

The most important result of form testing is knowledge. A well-designed test lets
you know what kind of print quality and reliability you can expect. Based on this
knowledge, you can make informed decisions and trade-offs in choosing forms and
applications for use with your continuous forms printer,

What Kind of Testing Should | Do?

Because every installation’s needs and processing environment are unique, no two
test plans are identical; however, there are some general guidelines to follow.

Whenever possible, run the following three tests for each form and application
combination:

* Single-lot multiple box or roll test
* Multiple-lot test
* Sample production run

Ideally, run these tests in your processing environment using your actual
application.

Single-Lot Multiple Box/Roll Test

The single-lot multiple box or roll test consists of printing an entire box of forms or
enough of a roll of a particular form to simulate an entire box. Consider the
following questions while the printer is running:

* Do forms feed smoothly from the input area?

* Do you detect any odors that could indicate possible health and safety hazards
resulting from heating the forms?
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* Does the printer issue machine checks or other messages requiring operator
intervention?

* Does the application process smoothly, without pauses or jerky motions?
* Do the forms generate noticeable paper dust, chads, or other debris?

¢ Do the pre-/post-processing devices handle the forms?

* Is the form side sensitive for duplex?

* Do adhesive labels peel off their carrier?

* Does any glue seep out from under adhesive labels during printing and
contaminate the drum, hot roll, or other parts of the printer?

* Do the forms fold and stack correctly?

* Do the forms provide the desired print quality?

After the entire box or roll is used, inspect the printer and consider the following

questions:

* Did paper dust, chads, loose labels, or other debris accumulate in the printer
during processing?

* Are there adhesive, ink, or toner deposits on the printer rollers?

Inspecf the printed output and consider the following questions:

* Is the printing crisp and clear, especially close to edges, perforations, holes, and
cuts?

¢ Is print quality uniform across the page and throughout the box or roll?

* Can OCR and bar code output be read correctly by the scanners for which they
are intended?

* Are solid-fill areas printed evenly?

* Does toner leave ghost images on facing pages?

* Do the forms show any discoloration after processing?

* Do colored inks on preprinted forms change color?

* Do the forms shrink or change shape during processing?
* - Do the forms get wrinkled during processing?

Multiple-Lot Test

The multiple-lot test helps you determine whether a manufacturer’s forms are
uniform across different lots. To perform the multiple-lot test, take samples from
several boxes or rolls of the same type of form. Print identical output on each of
these samples, and compare the quality. Are the results uniform?

Sample Production Run

Running a full-scale production job, including all pre- and post-processing, can
reveal potential trouble spots that were not evident in the shorter tests. When you
evaluate the sample production run, use the procedure described in “Single-Lot
Multiple Box/Roll Test” on page 49. Be sure to monitor the entire printing process,
and examine samples from the beginning, middle, and end of the job.

Consider the following questions as you handle the forms as they will be handled
after production processing:

* Does the print smear?
* Does the print rub off or erase easily?
* Do the forms stick together after they have been refolded and allowed to cool?
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If any of these problems occur, review the suggestions given in “Adjust the
Process” on page 48.

Troubleshooting

This section identifies situations that can cause problems during printer processing.
Consider these possibilities when you attempt to resolve print quality or reliability
problems during testing.

Printing on the Reverse Side

Occasionally, paper printed on one side is recycled by printing it on the reverse
side. Paper printed by a printer that uses the electrophotographic process should
never be rerun on a continuous forms printer. Heat from the fuser softens the
original toner and contaminates printer components. The result is lower print
quality and possibly more paper jams.

Note: In duplex printing applications the second printer fuses at a lower heat to
prevent any print quality problems.

Printing on the reverse side is allowable only on Printer 2 of a duplex printing

system. The original print on the front side must be printed by Printer 1 of the
duplex system.
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Chapter 10. Safety Practices

When selecting ink and paper, consider that fusing temperatures and mechanical
actions may cause vapors to be emitted at levels that create an industrial hygiene
safety exposure. This chapter describes health and safety considerations for a
variety of paper and preprinted forms used with the an IBM continuous forms
printer.

Blank Forms

Paper exposed for about one second to a maximum temperature of 204°C (400°F)
and a pressure of 3.4 x 10 N/m? (50 psi) emits small amounts of some compounds
(such as sulphur compounds, chlorides, resin-base aerosols, and organics), which
may cause odors. Some of these compounds can cause eye or throat irritation, or
other physical discomforts, to printer operators and service personnel. Aerosols
may also cause parts of the printer to deteriorate.

Preprinted Forms

In addition to the safety considerations for paper in forms as described above,

observe the following for ink when using preprinted forms:

* Reduce the use of preprinted solid areas on forms, particularly reverse headings
and logos.

* Allow the ink on preprinted forms to cure completely before processing the
forms through a continuous forms printer. A minimum of 72 hours of curing
time is recommended. This will allow most volatile materials to evaporate prior
to processing.

* Provide adequate ventilation around the printer to reduce the exposures
associated with heavily inked preprinted forms.

Adequate venting and filtering are essential to lower the level of airborne
contaminants and to help provide a satisfactory printer environment. Follow the
ventilation guidelines provided by IBM in the IBM System/360, System/370, 4300,
and 9370 Processors Input/Output Equipment Installation Manual—Physical Planning,
GC22-7064.

To ensure health and safety, the American Society of Heating, Refrigeration, and
Air Conditioning Engineers (ASHRAE) recommends in ASHRAE 62-1989 that
the air makeup in the computer room contain at least 20 cubic feet per minute of
outdoor air for each person.

* Avoid using forms with ink manufactured using iodine as a catalyst or stabilizer.
Inks should not emit vapors at levels that cause an industrial hygiene safety
exposure (see “Vapor Emissions from Preprinted Forms” on page 36 for details).

* Keep covers closed when the printer is operating.

Electronic Overlays

Using electronic overlays can prevent the possible hazards involved with
preprinted forms. Advanced Function Presentation (AFP) lets you start with a
plain piece of paper and print virtually any combination of fonts, lines, and
images. AFP also allows you to define and store collections of constant data that
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can be combined with variable data at print time. This stored constant data is
known as an electronic overlay. Instead of using preprinted forms, you can use
electronic overlays to put boxes, lines, shading, text, and logos on a page.

Using electronic overlays can result in significant savings in forms cost and storage
space, as well as operator time required to load and unload preprinted forms. If a
design needs to be changed, electronic overlays can be changed more quickly and
without paying scrap charges. In addition, using electronic overlays eliminates
concerns about the papers and inks used in preprinted forms.

For additional information about AFP and electronic overlays, refer to Guide o
Advanced Function Presentation, G544-3876 and Overlay Generation Language/370:
Uset’s Guide and Reference, S544-3702.

Labels

In addition to the safety considerations for paper and ink as described above,

observe the following recommendations when using labels:

* Provide adequate ventilation around the printer to reduce the exposure
associated with vapors created when the adhesive and carrier are heated in the
fuser.

Adequate venting and filtering are essential to lower the level of airborne
contaminants and to help provide a satisfactory printer environment. Follow the
ventilation guidelines provided by IBM in the IBM System/360, Systen/370, 4300,
and 9370 Processors Input/Output Equipment Installation Manual—Physical Planning,
GC22-7064.

To ensure health and safety, the American Society of Heating, Refrigeration, and
Air Conditioning Engineers (ASHRAE) recommends in ASHRAE 62-1989 that
the air makeup in the computer room contain at least 20 cubic feet per minute of
outdoor air for each person.

* Handle labels carefully immediately after printing. They are hotter than paper
because the heavier mass of paper, adhesive, and carrier of the label retains
more heat than paper alone.

Multipart Carbonless Paper

IBM does not recommend the use of multipart carbonless papers with continuous
forms printers.

54  Forms Design Reference



89

Acronyms and Abbreviations
This list explains the acronyms and abbreviations used in the continuous forms
printer documentation library.
AFP  Advanced function printing.

AFPDS
Advanced function printing data stream.

APA  All-points addressable.

ASTM
American Society for Testing Materials

CCW Channel command word.
CE Customer Engineer (IBM).
CSW  Channel status word.

DASD
Direct-access storage device.

DCF  Document Composition Facility.

EBCDIC
Extended binary-coded decimal interchange code.

EC Engineering change.
FLSF Font Library Service Facility.

FORMDEF
Form definition.

GDDM _
Graphical Data Display Manager.

IML  Initial microcode load.

IPDS Intelligent printer data stream.

ISO  International Organization for Standardization.
JES2  Job entry system 2.

JES3  Job entry system 3.

KB Kilobyte (1KB=1 024 bytes).

MB  Megabyte (IMB=1 048 576 bytes).

MVS  Multiple virtual storage.

MICR Magnetic ink character récogrﬂtion.

MVS/SP
Multiple Virtual Storage/System Product.

NPRO Nonprocess runout.
OCR  Optical character recognition.
OGL Overlay Generation Language.
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Operating System/Virtual Storage.

PAGEDEF
Page definition.

PC Photoconductor.

PEM  Print-error marker.

PMF  Print Management Facility.
PPFA Page Printer Formatting Aid.
PSAF Print Services Access Facility.
PSF  Print Services Facility.

RAM Random access memory.

SCSW Subchannel status word.

SDLC Synchronous Data Link Control.
TAPPI Technical Association of Pulp and Paper Industry
TCS  Two-Channel Switch.

VSE  Virtual Storage Extended.

VSE/AF
Virtual Storage Extended / Advanced Functions.

VSE/SP
Virtual Storage Extended System Package.
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Glossary

The following terms are defined as they are used in continuous forms printer
documentation. If you do not find the term you need, refer to the index or to the
IBM Dictionary of Computing, SC20-1699.

A

adhesive label. Special-application material; typically consists of paper labels coated on one side with an adhesive
mixture, temporarily affixed to backing material. See also carrier.

all-points addressability. The capability to address, reference, and position text, overlays, and images at any defined
point on the printable area of a page.

application. The use to which an information processing system is put; for example, a payroll application, an airline
reservation application, a network application.

application program. A program written for or by a user that applies to the user’s work, such as a program that
does inventory control or payroll.

application programmer. One who develops application programs. Contrast with system programmer.

B

bar code. A code representing characters by sets of parallel bars of varying thickness and separation that are read
optically by transverse scanning.

basis weight. The weight in g/m® or pounds of a ream (500 sheets) of paper cut to a given standard size for that
grade. The basis weight of continuous form for computer output is based on the size for bond papers.

binder holes. A series of holes or slots punched at set intervals that allows the form to be inserted in a loose-leaf or
ring binder.

bond (paper). Paper formulated with at least 80% wood pulp. Bond-paper forms work best in the IBM continuous
forms printer.

C

calender. A process to make paper smooth or glossy by passing it through a series of metal rollers during the last
steps of a paper-making machine.

calender cut. Slits, glazed lines, or discolored lines across the paper caused when wrinkles pass through the
calender rollers.

caliper. The thickness of forms, usually expressed in tenths of a mm or thousandths of an inch.
carrier. The backing material for labels. Labels consist of the printable material, the adhesive, and the carrier.

chad. (1) The material separated from a data medium when punching a hole. (2) The residue separated from the
carrier holes in continuous form.

change. As used in continuous forms printer action messages, instructs the printer operator to remove and discard a
used component and then install a new one. For example, the CHANGE TONER COLLECTOR message means that the
operator should take out the toner-collector bottle, throw it away, and put in a new one.

channel command. An instruction directing a data channel, control unit, or device to perform an operation or set of
operations.
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character. A letter, number, punctuation mark, or special graphic used for the production of text.

character set. (1) A finite set of different characters that is complete for a given purpose; for example, the character
set in ISO Standard 646, “7-bit Coded Character Set of Information Processing Interchange.” (2) A group of characters
used for a specific reason; for example, the set of characters a printer can print.

check. As used in continuous forms printer action messages, instructs the printer operator to inspect a component.
For example, the CHECK TONER COLLECTOR message means that the operator should look at the toner-collector bottle
and make sure that it is physically present, in the proper place, and correctly installed.

clear. As used in continuous forms printer action messages, instructs the printer operator to remove crumpled
forms, paper scraps, and other debris from the printer. For example, the CLEAR UPPER TRACTOR message means that
forms have gotten wedged in the transfer station area, and the operator must remove them before the printer can
operate. )

coated paper. Paper that has had a surface coating applied to produce smoothness.

configuration. (1) The arrangement of a computer system or network as defined by the nature, the number, and the
chief characteristics of its functional units. More specifically, the term configuration may refer to a hardware
configuration or a software configuration. (2) The devices and programs that make up a system, subsystem, or
network.

configure. The procedure used to customize the continuous forms printer to a specific operating and communication
environment.

connector. A means of establishing electrical flow.

constant data. Data that does not change; for example, the company letterhead and standard text in form letters, or
the headings and boxes on a preprinted form. Contrast with variable data.

continuous forms. A series of connected forms that feed continuously through a printing device. The connection
between the forms is perforated to allow the user to tear them apart.

controlled-access area. An area where access is limited to authorized personnel.

controlling computer. The processing unit to which the continuous forms printer is attached through a channel
interface.

controlling computer system. The data processing system to which a network is connected and with which the
system can communicate.

corner cut. In a form, a cut or opening of any size containing one or more right angles.

corona. A small diameter wire (or wires, depending on the function) to which a high voltage is applied, causing
fonization of the air. The ionization creates an electrical charge to perform various functions during the printing

process.
cure. The process of drying ink sufficiently for minimum transfer of the ink to any parts of the printer it contacts.
cut. The severed part of a perforation. Cuts are separated by ties. See also perforation,

cutout. A part of the form that either has been eliminated or perforated for subsequent removal; for example, corner
cuts and binder holes.

D

data streaming. A non-interlocked method of data transfer used by the printer channel to decrease data transfer
time during write operations.

developed image. The image that has been exposed onto the photoconductor and covered with toner by the
developer.

developer mix. A combination of carrier beads and toner in which the beads electrically charge the toner.
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diagnostic. Pertaining to the detection and isolation of errors in programs and faults in equipment.

diagnostic mode. The operational mode in which the printer can check itself in case of a malfunction. When the
continuous forms printer is in diagnostic mode, it is not accepting information from the attached controlling
computer system. In the continuous forms printer, only service representatives can use diagnostic mode. Contrast
with print mode and test mode.

dishing. The curve a stack of forms takes when folded or refolded at the fold perforation.
diskette. A thin, flexible, magnetic disk enclosed in a protective jacket.

Document Composition Facility (DCF). An IBM licensed program that provides text formatting for the continuous
forms printer.

down fold. Fanfold forms are alternately folded. When fanfold forms are unfolded and held horizontally, a fold is a
down fold if it points down from the horizontal surface.

drag. The resistance to forms feeding freely into the printer; for example, the form rubbing against the carton.

E

electronic overlay. A collection of constant data electronically composed in the controlling computer. Can be merged
with variable data on a page during printing. An electronic overlay defines its own environment. It can be in coded
form or raster pattern form. Contrast with page segment. See also forms overlay and preprinted form.

electrophotographic process. The creation of an image on forms by uniformly charging the photoconductor, creating
an electrostatic image on the photoconductor, attracting negatively charged toner to the discharged areas of the
photoconductor, and transferring and fusing the toner to forms.

emboss. To press and raise the surface of paper into a design. Embossed paper appears thicker than nonembossed
paper, can increase printer wear, and can degrade print quality.

end-of-forms sensor. A sensor that detects when the last sheet of a form enters the printer.

error log. (1) A data set or file in a product or system where error information is stored for later access. (2) A record
of machine checks, device errors, and volume statistical data.

F

face stock. The printable surface of a label.
fanfold. Continuous forms that are alternately folded at regular intervals, usually on a perforation.
fold memory. The ability of a form to refold at the fold perforation after exposure to heat during the fusing process.

fold perforation. The perforation on which a form is folded during manufacture and refolded after printing. See
also page perforation.

Font Library Service Facility (FLSF). A licensed program that provides a way to make changes to a font while
retaining its format, as defined by the architecture and as required by Print Services Facility.

forms. The material on which output data is printed, such as paper or adhesive labels. The area between
perforations on continuous printer forms. See electronic overlay and preprinted form.

forms path. The entire route that forms travel during processing. The forms path usually begins where the forms
are loaded and ends at the stacker. Synonym for paper path.

format. (1) The arrangement or layout of data on a data medium. (2) The size, style, type of page, margins, printing
requirements, and so on, of a printed page.

form definition (FORMDEF). A statement that specifies the attributes of a physical page, such as the number of
copies and one-sided or two-sided printing.
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fuse. To use heat and pressure to blend toner onto forms to make a permanent bond.

G

graphic. A symbol produced by a process such as handwriting, drawing, or printing.

Graphical Data Display Manager (GDDM). An IBM licensed program that allows pictures to be defined and
displayed through function routines.

IBM branch office. The local IBM sales office.
IBM Customer Engineer. An IBM representative who services IBM products in the field.

IBM Installation Planning Representative. An IBM representative who assists customers in planning and meeting
the requirements for installing hardware.

IBM marketing representative. An IBM representative who takes product orders.

IBM Wotld Trade Corporation. A subsidiary of IBM that manufactures and markets IBM products outside of the
United States.

impact printer. A printer in which printing is the result of mechanical impacts. Contrast with nonimpact printer.

installation. (1) In system development, preparing and placing a functional unit in position for use. (2) A particular
computing system, including the work it does and the people who manage it, operate it, apply it to problems, service
it, and use the results it produces.

installation verification procedure. A procedure distributed with IBM licensed programs that tests the newly
installed IBM programs to verify that the basic facilities of the programs are functioning correctly.

Intelligent Printer Data Stream (IPDS). Information the system sends to printers that contain decision-making
capability. Generally, this information contains basic formatting, error recovery, and character data.

ISO sizes. Pertaining to a set of paper sizes selected from those standardized by the International Organization for
Standardization (ISO) for use in data processing.

J

jam. In a printer, a condition where forms have become blocked or wedged in the forms path such that the printer
cannot operate.

JES2. An MVS subsystem that receives jobs into the system, converts them to internal format, selects them for
running, processes their output, and purges them from the system. In an installation with more than one processor,
each JES2 processor independently controls its job input, scheduling, and output processing. See also JES3.

JES3. An MVS subsystem that receives jobs into the system, converts them to internal format, selects them for
running, processes their output, and purges them from the system. In complexes that have several loosely coupled
processing units, the JES3 program manages processors so that the global processor exercises centralized control over
the local processors and distributes jobs to them via a common job queue. See also JES2.

L

landscape orientation. Text and images that are printed parallel to the longer side of the forms. Contrast with
portrait orientation.

laser (light amplification by stimulated emission of radiation). A device that emits a beam of coherent light.

latent image. In a printer, the invisible image that exists in the sensitized material after exposure but before
development.
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layout plan. A list of requirements, such as electrical and space, that must be considered before installing an IBM
continuous forms printer.

library. A collection of related files. For example, one line of an invoice may form an item, a complete invoice may
form a file and the collection of inventory control files may form a library. The libraries used by an organization are
known as the data bank.

licensed program. A separately priced program that bears an IBM copyright and is offered to customers under the
terms and conditions of the Agreement for IBM Licensed Programs.

line printer. A printer that prints a line of characters as a unit. Contrast with page printer.

logical page. The print on the page, such as composed text, graphics, and fonts within defined margins. Contrast
with physical page.

logo. An identifying emblem, statement, or motto of a company.

microcode. In the continuous forms printer, refers to the microprogramming stored on the microcode (or EC)
diskette. Microcode is used by the control unit to manage the printer and its functions.

microperforation. Extremely small perforations. After forms are separated, those with microperforations typically
have smoother edges than those with regular perforations.

Multiple Virtual Storage/System Product (MVS/SP). Consisting of MVS/System Product Version 1 and the
MVS5/370 Data Facility Product operating on a System /370 processor.

N

nonimpact printer. A printer in which printing is not the result of mechanical impacts.

nonprocess runout (NPRO). An operation that moves forms through the forms path without printing new pages.

O

offset paper. A grade of paper to which sizing is added to resist moisture. This paper is also treated on the surface
to prevent lifting of the paper surface during printing by ink presses. '

operating environment. The physical environment; for example, temperature, humidity, layout, or power
requirements.

operating requirements. A list of requirements, such as environmental, electrical, and space, that must be satisfied
before the IBM family of continuous forms printers are installed.

Operating System/Virtual Storage (OS/VS). A compatible extension of the IBM System /360 Operating System that
supports hardware and the extended control facilities of System /370.

optical character recognition (OCR). Character recognition that uses optical means to identify graphic characters.

orientation. The number of degrees an object is rotated relative to a reference; for example, the orientation of an
overlay relative to the page point of origin. See also fext orientation.

overlay. See electronic overlay.

Overlay Generation Language (OGL). The licensed program that is used to create electronic overlays.

P

page. A printed form. See also logical page and physical page.
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page definition (PAGEDEF). A statement that specifies attributes of a logical page, such as the width of its margins
and the orientation of text.

page perforation. The perforation that defines the page of a form. It may or may not be at a fold in the form. A
form may have several pages between each fold. See also fold perforation.

page printer. A device that prints one page as a unit. Contrast with line printer.

Page Printer Formatting Aid (PPFA). A licensed program that creates form definitions (FORMDEFs) and page
definitions (PAGEDEFs).

pallet. A portable platform for handling, storing, or moving materials.
paper break. A separation, either at a perforation or from a tear, of the continuous form paper.

paper path. The entire route that forms travel while they are being processed. The paper path usually begins where
the forms are loaded and ends at the stacker. Because not all forms are paper, the term forms path is preferred.

parameter. A variable that is given a constant value for a specified application and that may denote the application.
PC drum. Photoconductor drum. A hollow cylinder that is covered with photoconductive material.

pel (picture element). (1) An element of a raster pattern; a point where a toned area on the photoconductor may
appear. (2) On an all-points-addressable output medium, each pel is an addressable unit. On a row-column
addressable output medium, the only pel addressable is the beginning of a character cell.

perforation. A linear series of unconnected cuts in the continuous form paper. The interval between cuts is referred
to as a tie. The perforation defines either a fold or page boundary. See also cut, fold perforation, microperforation, and
page perforation.

photoconductor. The material that is wrapped around the drum. The medium for transferring images to paper.
physical page. The form on which the printer is printing, such as an 8.5 x 11-inch sheet of paper.

physical planner. The person in an organization who plans the environmental, electrical, and space requirements for
your facility.

planning coordinator. The person in your organization who is responsible for coordinating all the planning and
installation activities for the continuous forms printer.

plant. A manufacturing location.

point of origin. The location of the first print position on a logical page. The point of origin is usually stated in
terms of X and Y coordinates. The point of origin used by a printer can be affected by factors such as printable area
and form orientation.

portrait orientation. Pertaining to a display or hard copy with greater height than width. Contrast with landscape
orientation.

preprinted form. A sheet of forms containing a preprinted design of constant data with which variable data can be
combined. See also electronic overlay.

Print Management Facility (PMF). An interactive menu-driven program that can be used to create and modify fonts
and to define output formatting for data printed on the IBM family of continuous forms printers.

print mode. The operational mode in which information is received from the attached controlling computer system
and printed output is produced. Contrast with test mode and diagnostic mode.

print position. The physical positions of the characters constituting a print line relative to the form.

print quality. The quality of printed output relative to existing standards and in comparison with jobs printed
earlier.

Print Services Access Facility (PSAF). A menu-driven, print parameter selection program for page printers
controlled by PSE
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Print Services Facility (PSF). An IBM program that provides device support for advanced function printing.

print surface. The side of a form that receives the printed image.

R

raster. (1) In computer graphics, a predetermined pattern of lines that provides uniform coverage of a display space.
(2) The coordinate grid that divides the display area of a display device. (3) In the printer, an on/off pattern of
electrostatic images produced by the laser print head under control of the character generator.

raster pattern. A series of picture elements (pels) arranged in scan lines to form an image.

registration. In printing, refers to the relative print positions of images that are printed at different times. For
example, when you process preprinted forms, the registration is good if the new image printed by the continuous
forms printer aligns correctly with the preprinted image. Print that extends beyond box edges and text that overlaps
other text are examples of poor registration.

resistivity. An electrical characteristic of paper that is a measure of its ability to resist an electrical charge.

resource. (1) People, equipment, or material used to perform a task or a project. (2) Any facility of a computing
system or operating system required by a job or task, including main storage, input/output devices, processing units,
data sets, and controller processing programs; for example, page printers use resources such as form definitions, page
definitions, and fonts.

reverse heading. A heading where each character is highlighted by reversing the color of the character with its
background; for example, changing a black character on a white background to a white character on a black

background.

running perforation. A perforation that is vertical and next to the tractor holes.

S

scanner. A device that examines OCR, MICR, or bar code patterns and generates electrical signals corresponding to
the pattern. It sends the signals to a computing device for processing.

screen or screening. In document printing, a sheet of material, usually film, carrying a regular pattern of small dots.
When printing, ink adheres only to the dots, and many dots close together appear solid. This method prints large
areas of ink on paper but uses much less ink than printing the same area with solid ink.

security paper. Specially formulated paper used for negotiable documents, such as checks. Security paper improves
the anti-fraud characteristics of the document.

shift. A scheduled work period. For example, a 24-hour day is often divided into three §-hour shifts.
sizing. A process where paper is treated to give it resistance against penetration of liquids.
smoothness. Having a continuous even surface.

special-purpose materials. Printable items other than blank forms; for example, adhesive labels and preprinted
forms.

stack lean. A measurable slope from the vertical of a stack of forms. Excessive stack lean can cause failures when
feeding and refolding forms.

Synchronous Data Link Control (SDLC). A standardized discipline used for managing synchronous,
code-transparent, serial-by-bit, information transfer over a link connection.

system reference code. A code that contains information, such as a failing field-replaceable unit, for a customer
engineer.

system programmer. A programmer who plans, generates, maintains extends, and controls the use of an operating
system, with the aim of improving overall productivity of an installation.
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System/370. An upward-compatible extension of the IBM System/360. A large collection of computing system
devices that can be combined to produce a wide range of computing systems that share many characteristics,
including a common machine language.

.

task. A basic unit of work to be accomplished by a device or an operator.
tensile strength. A measure of the force that the paper forms can withstand without tearing.

test mode. The operational mode in which the printer can produce print samples, accept configuration changes, and
control traces. When the continuous forms printer is in test mode, it is not accepting information from the attached
controlling computer system. Contrast with print mode and diagnostic mode.

text orientation. The position of text as a combination of print direction and baseline direction.
tie. The interval between cuts of a perforation. See also perforation.
toner. The material that forms the image on the paper.

trace. (1) A record of the running of a computer program. It exhibits the sequences in which the instructions were
executed. (2) To record a series of events as they occur. (3) In the continuous forms printer, a customer engineer and
customer analysis procedure,

tractor. The mechanism that controls movement of continuous form by way of holes (see tractor holes).

tractor holes. The holes in the side margins on continuous form. When placed on the tractor pins, the holes
maintain printer alignment and registration, and control the movement of the paper.

Two-Channel Switch. A hardware feature that allows an input or output device to be attached to two channels.

U

up fold. Fanfold forms are alternately folded. When fanfold forms are unfolded and held horizontally, a fold is an
up fold if it points up from the horizontal surface.

\'

variable data. The data that can vary; for example, the names and addresses in form letters. Contrast with constant
data.

Virtual Storage Extended (VSE). An operating system that is an extension of Disk Operating System/ Virtual
Storage.

virtual storage extended/advanced functions (VSE/AF). The minimum operating system support for a
VSE-controlled installation.

void. (1) A missing part of the printed character. (2) A missing piece of a continuous form.

W

web. A roll of forms.
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Index

Numerics

600 pel printers, paper recommendations

A

abbreviations 55
acronyms 55
advanced function printing 37, 53
AFP 37,53
applications

bar code 48

OCR 48

testing 47, 48, 49
ash content, forms 31
ASHRAE 53, 54
ASTM test reference 19

B

bar codes
forms 45
orientation (labels) 45
testing 48
basis weight, paper
basis weight 31
how determined 29
metric measure 29
tolerance 29
U.S. measure 29
binder holes
dimensions of 41
examples of 41
location 39
restrictions 39
size 39
blended, paper 27
bond (paper) 27
bond paper, smoothness 30

C

calender cut, causing misfeeds 28
caliper 29, 31
character

avoiding illegible 28
coated paper, effects of using 28
color 31
composition, fiber 31
continuous form paper

sizes of tractor holes 7
corner cut

location and size 39
cure (ink)

allowing time 36
cutouts

dimensions of 41

examples of 41

location 39

restrictions 39

© Copyright IBM Corp. 1991, 1998

cutouts (continued)
size 39
cuts (in perforations)
cuts and ties, ratio 16
effect on perforation strength 16
embossing 16

D

dimensional characteristics
page uniformity 6
stack lean 8
direct mail advertising 37
dishing
limits 10
documents
bar codes 45
checks 37
marginal fusing of toner 38
OCR 45
safeguards 37
drag, paper
avoiding 19

E

edge accuracy 12
electronic overlays 37, 53
electrophotographic
paper not designed for 45
using coated and synthetic labels 44
using special papers in 45
emboss (paper)
effects of using 28
perforations 18
why to avoid them 36
end-of-forms sensor
interference with 19
environment
operating 20
shipping 20
storage 20
evaluating test results 49

F

fanfold 1
fiber composition 31
filler 31
fold 1
forms
applications testing 47
basis weight 29
colors 46
dimensional
characteristics 6
page uniformity 6
stack lean 8
electronic 37, 53
fusing considerations 29
InfoPrint 3000 25

forms (continued)
InfoPrint 62 23
operating environment 20
packaging 19
page uniformity 6
paper, sizes 29
paper, weight 29
prepunched 39
safety practices 53
safety practices for preprinted forms
53
shipping environment 20
sizes 2
smoothness 29
stack lean 8
stacking reliability 29
standards 6
storage environment 20
terminology 1
testing 47, 49
weight 29
forms, preprinted, selecting 35
friction, static 31
fuse
improperly-cured inks, effects on
continuous forms printer 36
near cutouts, holes 39
temperature 28
fusing ability
moisture content 30
paper weight 30
sizing 30
smoothness 30

G

gauge
stack lean 9

general guidelines for selecting forms 1

glossary 57

gurley 31

H

high-bulk bond, smoothness 30

image areas 4
InfoPrint 3000, forms specifications 25
InfoPrint 62, forms specifications 23
ink

bar code documents 45

OCR documents 45
ink recommendations

bar code documents 45

IBM continuous forms printer

compatibility 36

negotiable documents 37

OCR documents 45

outgassing 36
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ink recommendations (continued)
preprinted forms 35
solid areas 36
vapor emissions 36
vertical lines 36
International Organization for
Standardization (ISO)
test reference 19

L

labels
bar codes 45
design requirements 42
odors, caused by 54
physical discomfort 54
Ppressure sensitive 43
printing 41
safety practices 54
types 41
using coated and synthetic 44
weight and thickness 43
laminate
labels 41
lean, stack 8
ledger paper
fusing, effects on 31
special ledger for OCR 45
location, binder holes 39

M

moisture
content 31
paper 31

multiple-iot test 50

N

negotiable documents
checks 37
document processing 45
folded 38
marginal fusing of toner 38
safeguards 37

o

offset paper
fusing, effects on 31
operating environment, forms 20
optical character recognition (OCR)
fonts 45
forms 45
testing 48
orientation, bar-codes on labels 45
outgassing, preprinted forms 36

P

packaging
cartons 19
cartons, height 19
manufacturers’ splices 19
packing 19
storage
stacking boxes 20
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packaging (continued)
storage (continued)
temperature and humidity 20
page uniformity
perforations
horizontal 6
vertical 6
tractor holes
in left and right margins 6
spacing from 6
pallet
storing shipping boxes on 20
paper
blended 27
bond, description of 27
break, causes 17
characteristics to avoid
additives, fillers 28
adhesive additives 28
calender cuts 28
chads 31
coated 28
containing plastics 28
cuts and tears 28
dust 28, 31
fillers, additives 28
salts or metallic compounds 28
waxy surface 28
wrinkles 28

colors 46

labels 41

moisture content 31
odors 53

operating environment 20
packaging 19

physical discomfort 53

preprinted forms, paper to use 35

quality 27

recommendations 31

recycled 27

reverse-side printing 51

safety practices 53

security, papers used in the
electrophotographic process 45

security, use 37

shipping environment 20

single ply, use of 2

smoothness 31

special 37

special bond for OCR 45

stack lean test 8§

stacking reliability 29

storage environment 20

using special paper 37

weight 29

weight, fusing considerations 31

which may cause odors 28

paper recommendations, 600 pel printers
21
perforations
accuracy of 13
cuts and ties, ratio 16
dishing, effect of 11
embossing 16
fold memory 15
folding, memory of 12
stack lean 8
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perforations (continued)

strength 16

testing 18

vertical and horizontal, location 7
photoconductor

effects of using embossed paper 28
platen, preheat

fusing considerations, lighter paper
31
polymer
softening with heat 30
porosity 31
preface
terminology 1
preprinted forms
ink recommendations 35
ink transfer to IBM continuous forms
printer 36
negotiable documents 37
odors 53
outgassing 36
paper to use 35
physical discomfort 53
vapor emissions 36
prepunched forms 39

print

area 4
printer

impact 37

printing, advanced function 37, 53
promotional letters 37

R

recommendations, paper selection 31
recycled, paper 27
requirements
‘environment 20
paper dimension 6
perforation
strength 16
resistivity, surface 31
restrictions
16 pound paper 29
bar code documents 45
binder holes 41
corner cuts 41
cutouts 41
guidelines 36
OCR documents 45
packaging 19
paper sizes, weight 29
perforations
binder holes 39
cutouts 39
testing 18
reverse-side printing 51
specialty papers and inks
negotiable documents 37
smoothness 30
stack lean 8
temperature and humidity 20
restrictions, binder holes 39
running perforations 2, 17



S

safety practices for paper, forms, inks,
and Jabels 53

sample production run test 50
troubleshooting 51

screen
preprinted solid areas 36
preprinted tinting inks 36

selecting
forms 27,31
forms, high-resolution printers 21
paper 27,31
paper, high-resolution printers 21
preprinted forms 31
recommendations 31
table 31

sheffield 31

Sheffield smoothness 43

single-box test 49

size, binder holes 39

sizing
internal 31
surface 31

which may cause fusing failures 28
smoothness
bond paper 30
forms 30, 31
high-bulk bond 30
Sheffield 43
specialty paper 30
special applications and materials 39
specialty papers and inks
direct mail advertising 37
negotiable documents
checks 37
promotional letters 37
safeguards 37
specifications, forms
forms 23,25
stack lean
measuring 8
testing 8
stacker
capacity 19
moisture, effects of 20
performance 8
performance of 13, 15
static friction 31
stiffness 31
storage environment, forms 20
surface resistivity 31

T

taber 31
TAPPI
test reference 19
terminology 1, 55, 57
test
applications testing 47
evaluating results 49
multiple-lot test 50
perforation
equipment 18
method 18
references 19
sample production run test 50

test (continued)
single-box test 49
stack lean 8
testing forms and applications 47, 49
tie
cuts and ties, ratio 16
definition 16
embossing 16
minimum length for internal
perforations 17
toner
fusing 37
tractor holes
accuracy of drilling 12
tolerances 6
transfer
inks to printer components 35
multicolored inks 37
vertical lines 36

U

uniformity, page 6

Vv

vapor emissions, preprinted forms 36
ventilation 53, 54
void

causing misfeeds 28

w

web
avoid tearing 19
avoiding breakage 7
moisture changes 20

Index
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ERTIFICATION AND SIGNAT PAGE

By signing below, I certify that I have reviewed this Solicitation in its entirety; understand the requirements,
terms and conditions, and other information contained herein; that I am submitting this bid or proposal for
review and consideration; that [am authorized by the bidder to execute this bid or any documents related
thereto on bidder’s behalf; that I am authorized to bind the bidder in a contractual relationship; and that to the
best of myknowledge, the bidder has properlyregistered with any State agency that may require

registration.

(Company)

(Authorized Signature)

(Representative Name, Title)

(Phone Number) (Fax Number)

(Date)

Revised 10/02/2013



RFQ No. TAX14008

STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

MANDATE: Under W. Va. Code §5A-3-10a, no contract or renewal of any contract may be awarded by the state or any
of its political subdivisions to any vendor or prospective vendor when the vendor or prospective vendor or a related party
to the vendor or prospective vendor is a debtor and: (1) the debt owed is an amount greater than one thousand dollars in
the aggregate; or (2) the debtor is in employer default.

EXCEPTION: The prohibition listed above does not apply where a vendor has contested any tax administered pursuant to
chapter eleven of the W. Va. Code, workers' compensation premium, permit fee or environmental fee or assessment and
the matter has not become final or where the vendor has entered into a payment plan or agreement and the vendor is not
in default of any of the provisions of such plan or agreement.

DEFINITIONS:

“Debt” means any assessment, premium, penaity, fine, tax or other amount of money owed to the state or any of its
political subdivisions because of a judgment, fine, permit violation, license assessment, defaulted workers’
compensation premium, penalty or other assessment presently delinquent or due and required to be paid to the state
or any of its political subdivisions, including any interest or additional penalties accrued thereon.

“Employer default” means having an outstanding balance or liability to the old fund or to the uninsured employers'
fund or being in policy default, as defined in W. Va. Code § 23-2¢-2, failure to maintain mandatory workers'
compensation coverage, or failure to fully meet its obligations as a workers' compensation self-insured employer. An
employer is not in employer default if it has entered into a repayment agreement with the Insurance Commissioner
and remains in compliance with the obligations under the repayment agreement.

“Related party” means a party, whether an individual, corporation, partnership, association, limited liability company
or any other form or business association or other entity whatsoever, related to any vendor by blood, marriage,
ownership or contract through which the party has a relationship of ownership or other interest with the vendor so that
the party will actually or by effect receive or control a portion of the benefit, profit or other consideration from
performance of a vendor contract with the party receiving an amount that meets or exceed five percent of the total
contract amount.

AFFIRMATION: By signing this form, the vendor’s authorized signer affirms and acknowledges under penalty of
law for false swearing (W. Va. Code §61-5-3) that neither vendor nor any related party owe a debt as defined
above and that neither vendor nor any related party are in employer default as defined above, unless the debt or
employer default is permitted under the exception above.

WITNESS THE FOLLOWING SIGNATURE:

Vendor's Name:

Authorized Signature: : Date:

State of

County of , to-wit:

Taken, subscribed, and sworn to before me this ___ day of , 20

My Commission expires .20 .

AFFIX SEAL HERE NOTARY PUBLIC

Purchasing Affidavit (Revised 07/01/2012)
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Rev, 07/12 State of West Virginia
VENDOR PREFERENCE CERTIFICATE

Certification and application* is hereby made for Preference in accordance with West Virginia Code, §5A-3-37. (Does not apply to
construction contracts). West Virginia Code, §5A-3-37, provides an opportunity for qualifying vendors to request (at the time of bid)
preference for their residency status. Such preference is an evaluation method only and will be applied only to the cost bid in
accordance with the West Virginia Code. This certificate for application is to be used to request such preference. The Purchasing
Division will make the determination of the Resident Vendor Preference, if applicable.

1. Application is made for 2.5% resident vendor preference for the reason checked:

Bidder is an individual resident vendor and has resided continuously in West Virginia for four (4) years immediately preced-
ing the date of this certification; or,

Bidder is a partnership, association or corporation resident vendor and has maintained its headquarters or principal place of
business continuously in West Virginia for four (4) years immediately preceding the date of this certification: or 80% of the
ownership interest of Bidder is held by another individual, partnership, association or corporation resident vendor who has
maintained its headquarters or principal place of business continuously in West Virginia for four (4) years immediately
preceding the date of this certification; or,

Bidder is a nonresident vendor which has an affiliate or subsidiary which employs a minimum of one hundred state residents
and which has maintained its headquarters or principal place of business within West Virginia continuously for the four (4)
years immediately preceding the date of this certification; or,

2. Application is made for 2.5% resident vendor preference for the reason checked:

Bidder is a resident vendor who certifies that, during the life of the contract, on average at least 75% of the employees
working on the project being bid are residents of West Virginia who have resided in the state continuously for the two years
immediately preceding submission of this bid; or,

Application is made for 2.5% resident vendor preference for the reason checked: _

Bidder is a nonresident vendor employing a minimum of one hundred state residents or is a nonresident vendor with an
affiliate or subsidiary which maintains its headquarters or principal place of business within West Virginia employing a
minimum of one hundred state residents who certifies that, during the life of the contract, on average at least 75% of the
employees or Bidder’s affiliate’s or subsidiary’'s employees are residents of West Virginia who have resided in the state
continuously for the two years immediately preceding submission of this bid; or,

Application is made for 5% resident vendor preference for the reason checked:
Bidder meets either the requirement of both subdivisions (1) and (2) or subdivision (1) and (3) as stated above; or,

4

5. Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:

. Bidderis an individual resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard
and has resided in West Virginia continuously for the four years immediately preceding the date on which the bid is
submitted; or, ,

6. Application is made for 3.5% resident vendor preference who is a veteran for the reason checked:

Bidder is a resident vendor who is a veteran of the United States armed forces, the reserves or the National Guard, if, for

purposes of producing or distributing the commodities or completing the project which is the subject of the vendor’s bid and

continuously over the entire term of the project, on average at least seventy-five percent of the vendor’s employees are
residents of West Virginia who have resided in the state continuously for the two immediately preceding years.

7. Application is made for preference as a non-resident small, women- and minority-owned business, in accor-

dance with West Virginia Code §5A-3-59 and West Virginia Code of State Rules.
Bidder has been or expects to be approved prior to contract award by the Purchasing Division as a certified small, women-

and minority-owned business.
Bidder understands if the Secretary of Revenue determines that a Bidder receiving preference has failed to continue to meet the

requirements for such preference, the Secretary may order the Director of Purchasing to: (a) reject the bid; or (b) assess a penalty
against such Bidder in an amount not to exceed 5% of the bid amount and that such penalty will be paid to the contracting agency

or deducted from any unpaid balance on the contract or purchase order.

By submission of this certificate, Bidder agrees to disclose any reasonably requested information to the Purchasing Division and
authorizes the Department of Revenue to disclose to the Director of Purchasing appropriate information verifying that Bidder has paid
the required business taxes, provided that such information does not contain the amounts of taxes paid nor any other information

deemed by the Tax Commissioner to be confidential.

Under penalty of law for false swearing (West Virginia Code, §61-5-3), Bidder hereby certifies that this certificate is true
and accurate in all respects; and that if a contract is issued to Bidder and if anything contained within this certificate
changes during the term of the contract, Bidder will notify the Purchasing Division in writing immediately.

o

Bidder: Signed:

Date: Title:
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ADDENDUM ACKNOWLEDGEMENT FORM
SOLICITATION NO.: TAX14008

Instructions: Please acknowledge receipt of all addenda issued with this solicitation by completing this
addendum acknowledgment form. Check the box next to each addendum received and sign below.
Failure to acknowledge addenda may result in bid disqualification.

Acknowledgment: Ihereby acknowledge receipt of the following addenda and have made the
necessary revisions to my proposal, plans and/or specification, etc.

(Check the box next to each addendum received)

Addendum No. 1 | Addendum No. 6
Addendum No. 2 0 || Addendum No. 7
Addendum No. 3 | [ Addendum No. 8
Addendum No. 4 Il | Addendum No.9
‘[ Addendum No. 5 | | Addendum No. 10

T'understand that failure to confirm the receipt of addenda maybe cause for rejection of this bid. 1
further understand that any verbal representation made or assumed to be made during any oral
discussion held between Vendor’s representatives and any state personnel is not binding. Only the
information issued in writing and added to the specifications by an official addendum is binding.

Company

Authorized Signature

Date

NOTE: This addendum acknowledgement should be submitted with the bid to expedite document processing,

Revised 10/02/2013



