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Rev. 6/25/2012 - Prev. Rev. 4/26/2012 
 

EXHIBIT A 
 

DESCRIPTION OF GOODS AND SERVICES FOR  
Purchase of Envelopes, Plain and Printed  

 
 
Sizes & Paper Stock: 
Sizes and paper stock shall be of dimensions and weights outlined for each item or group of 
items in the proposal schedule. 
 
Item Numbers 9 and 13 must be composed of a minimum of 50% recovered (recycled) materials 
of which 30% must be post consumer waste. 
 
Style of Manufacture: 
All commercial and official envelopes shall be quoted as specified on price schedule.  Side seam 
construction shall NOT be allowed on all white wove envelopes, unless specific.   All 
commercial & official envelopes shall be useable on standard inserting & metering machines. 
 
Gumming: 
All flaps shall have full seal gumming; all windows shall have solid or edge patch gumming and 
shall run satisfactorily in the appropriate inserting equipment.  
 
Printing: 
Printed prices shall include Class I and Class 2 printing Black or One Color. 
 
Proofs: 
Upon request, vendors shall be required to provide a sample envelope for proofing by the 
applicable Client Agency. 
 
 Packing: 
All envelopes shall be packed in skeleton boxes.  Bulk packing in cartons is not acceptable. 

 

Product Identification:  
Boxes of plain items shall be labeled showing: 
 
Size and style of envelope 
Quantity packed in each box 

 
A printed specimen shall be attached at the end of each box to plainly show which item is 
contained in the box. 
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Quantities:  
Quantities are undetermined. It is understood and agreed that the contract shall cover the actual 
quantities ordered for delivery during the term of the contract by any Client Agency, Political 
Subdivision of the State, or Not-For-Profit Organization of the State wishing to order from the 
contract award. 
 
The State reserves the right to contract separately for any unusually large quantities of product 
covered under this proposal. 
 
Deviations in quantities shall be deemed to mean any quantities in excess of “overrun” limitations 
stated in the contract award or if no limitation is stated any quantity in excess of 5% of the 
quantity called for in the contract award. 
 
Option, Client Agency may state overrun limitations in quantities in excess but not greater than 
10% of the quantity called for or they may elect for “No Overruns – Exact Amount”.  Client 
Agency should write an overrun clause within their specifications and/or on the purchase order of 
each print job.   

 
Reporting Requirements Clauses: 
The Contractor will be required to furnish Department of Administrative Services with a 
summary of the total purchases made under this contract. 


