
 

 

State of New York Executive Department 
Office Of General Services 

Procurement Services Group 
Corning Tower Building - 38th Floor 

Empire State Plaza 
Albany, New York  12242 
http://www.ogs.state.ny.us 

 

CONTRACT AWARD NOTIFICATION 
 

Title  : Group 23830 - COMPUTER PAPER 
(Continuous Stock Forms) FOR IBM 3800, 
3900 & SIMILAR HIGH SPEED LASER 
PRINTERS OF OTHER 
MANUFACTURERS (All State Agencies 
and Political Subdivisions) 

Award Number : 00560-G-Z-RP (Replaces 11649-G-RA) 

Contract Period : January 1, 2001 to December 31, 2001 with 
option to renew 

Bid Opening Date : November 15, 2000 

Date of Issue : December 20, 2000 

Specification Reference : As incorporated in the Invitation for Bids 
 

Address Inquiries To: 
 

All State Agencies Non-State Agencies 
Name  :
Title :
Phone :
Fax :
E-mail :

William King 
Purchasing Officer I 
518-474-5535 
518-473-7306 
william.king@ogs.state.ny.us 

Name  :
Title :
Phone :
Fax :
E-mail :

Judy Gibbons 
Purchase Coordinator  
518-474-6717 
518-474-2437 
customer.services@ogs.state.ny.us 

 
Description 

 
 

Computer Paper - (Continuous Stock Forms) single part forms for IBM 3800 and 3900 
and similar high speed laser printers of other manufacturers.  This award is for recycled material. 
 
 
PR #00560-T 
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CONTRACT # CONTRACTOR & ADDRESS TELEPHONE # FED.IDENT.# 
 
PC57289 FORMS WORLD, INC. 800/325-9942 431073979 
 10000 Watson Rd., Ste. 1L8 314/821-1266 
 St. Louis, MO 63126 Kristie Campbell 
  Lindsay Ford 
  Fax No. 314/821-8199 
  E-mail:  lindsayfordsr@yahoo.com 
 
 

Cash Discount, If Shown, Should be Given Special Attention. 
INVOICES MUST BE SENT DIRECTLY TO THE ORDERING AGENCY FOR PAYMENT. 

 
AGENCIES SHOULD NOTIFY THE PROCUREMENT SERVICES GROUP PROMPTLY IF THE CONTRACTOR 
FAILS TO MEET THE DELIVERY TERMS OF THIS CONTRACT.  PRODUCT WHICH DOES NOT COMPLY 
WITH THE SPECIFICATIONS OR IS OTHERWISE UNSATISFACTORY TO THE AGENCY SHOULD ALSO BE 
REPORTED TO THE PROCUREMENT SERVICES GROUP. 
 
NOTE TO AGENCY: 

 The letters SB listed under the Contract Number indicate the contractor is a small business.  Additionally, 
the letters MBE and WBE indicate the contractor is a Minority-owned Business Enterprise and/or Woman-
owned Business Enterprise, respectively. 

 
NOTE TO ALL CONTRACT USERS: 

 The terms and conditions of the solicitation which apply to the award appear at the end of this document.  
We strongly advise all contract users to familiarize themselves with all terms and conditions before issuing a 
purchase order. 

 
PRICE: 

 Prices include all customs duties and charges and are net, F.O.B. destination any point in New York State 
as designated by the ordering agency including all costs necessary to produce the job as specified, including dock 
delivery to all NYS Agencies and Political Subdivisions in New York State.  All bills of lading must specify the 
exact delivery location. 
 In addition, upon mutual agreement, delivery locations may be expanded per the "Extension of Use" 
clause. 
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ITEM  Single Part Forms - 18 and 20 lb. for IBM 3800 and 3900 Blank, Perfed or Not Perfed. 
 
   Price  Forms 
   Per M  Per 
SIZE   Forms  Carton 
18 Lb. 
9-1/2" x 11"   10-99 Cartons  $  6.20  2500 Forms 
 100 Cartons & More      6.14 
 
12" x 8-1/2"   10-99 Cartons  $  6.10  4000 Forms 
 100 Cartons & More      5.75 
 
14-7/8" x 11"   10-99 Cartons  $  9.60  2500 Forms 
 100 Cartons & More      9.18 
 
20 Lb. 
9-1/2" x 11"   10-99 Cartons  $  6.73  2400 Forms 
 100 Cartons & More      6.18 
 
12" x 8-1/2"   10-99 Cartons  $  6.21  3800 Forms 
 100 Cartons & More      6.18 
 
14-7/8" x 11"   10-99 Cartons  $10.34  2400 Forms 
 100 Cartons & More      9.49 
 
   Unit 
   Price 
 
Additional Charge for Inside Delivery - 
 Per Carton:  $     .75/carton 
 
Additional Charge for Micro Perfs - 
 Per M Forms  $     .10/M Forms 
 
Guaranteed Delivery:  15 Days A/R/O 
Brand Name of Stock:  Sky Recycled 
Manufacturer:  Champion/IP, Georgia Pacific or Boise Cascade 
Post Consumer Content:  30% 
 
REQUEST FOR CHANGE: 

 Any request by the agency or contractor regarding changes in any part of the contract must be made in 
writing to the Office of General Services, Procurement Services Group, prior to effectuation. 

 
CONTRACT PAYMENTS: 

 Payments cannot be processed by State facilities until the contract products have been delivered in 
satisfactory condition.  Payment will be based on any invoice used in the supplier's normal course of business.  
However, such invoice must contain sufficient data including but not limited to Contract No., description of 
product, quantity, unit and price per unit as well as Federal Identification Number.   
 State facilities are required to forward properly completed vouchers to the Office of the State Comptroller 
for audit and payment.  All facilities are urged to process every completed voucher expeditiously giving 
particular attention to those involving cash discounts.   
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CONTRACT PAYMENTS:  (Cont'd) 
 If the contract terms indicate political subdivisions and others authorized by law are allowed to participate, 
they are required to make payments directly to the contractor.  Prior to processing such payment the contractor 
may be required to complete the ordering non-State agency's own voucher form.   

 
NOTE TO AGENCY: 

 Orders under this contract are to be submitted directly to the contractor.   
 
NON-STATE AGENCIES PARTICIPATION IN CENTRALIZED CONTRACTS: 

 Political subdivisions and others authorized by law may participate in contracts resulting from this bid 
opening.  These include, but are not limited to local governments, public school and fire districts and certain 
nonpublic/nonprofit organizations.  See "Participation in Centralized Contracts" in Appendix B, OGS General 
Specifications for Procurement Contracts. 
 Upon request, all eligible non-State agencies must furnish contractors with the proper tax exemption 
certificates.   

 
EXTENSION OF USE: 

 This contract may be extended to additional States or governmental jurisdictions upon mutual written 
agreement between New York State (the lead contracting State) and the contractor.  Political subdivisions and 
other authorized entities within each participating State or governmental jurisdiction may also participate in any 
resultant contract if such State normally allows participation by such entities.  New York State reserves the right 
to negotiate additional discounts based on any increased volume generated by such extensions. 

 
MINIMUM ORDER: 

 Minimum order shall be for 10 cartons which may be a combination of any contract weight and size to 
attain this minimum and all items will be ordered in even carton multiples. 

 
DELIVERY: 

 Delivery is expressed in number of calendar days required to make delivery after receipt of a purchase 
order.   
 Product is required within fifteen (15) calendar days A/R/O. 
 Delivery shall be made in accordance with instructions on Purchase Order from each agency.  If there is a 
discrepancy between the purchase order and what is listed on the contract, it is the contractor’s obligation to seek 
clarification from the ordering agency and, if applicable, from the Office of General Services, Procurement 
Services Group.   
 All deliveries are dock deliveries unless inside delivery is specified by the ordering agency.  If inside 
delivery is specified and no elevator is available at the delivery site, contractor will only be required to 
deliver inside to a street level (no steps) ground floor location.  In order to expedite orders and effect a timely 
delivery, both contractor and purchaser should cooperate with each other and follow these simple guidelines: 
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DELIVERY:  (Cont'd) 
 PURCHASER - (NYS Agency or Political Subdivision): 

 All purchase orders should contain the following information: 
 

 1. Quantity - List quantity as number of sheets or sets, not number of cartons.  This will facilitate 
voucher reconciliation, because contract price is shown as “Price per M sheets” or “Price per M 
sets”. 

 2. Agency telephone number and contact person’s name. 
 3. Inside delivery, exact inside delivery location (building, floor, room number, etc.).  Indicate county. 
 4. Availability of freight elevator at delivery site.  Indicate any size or weight limitations. 
 5. Availability of a loading dock or loading zone and materials handling equipment.  NYS agencies 

and/or political subdivisions whose receiving facilities cannot accommodate entrance of a 45 ft. 
over the road trailer with a height of 13’6” - must specify on their purchase order any height, length 
or weight limitation of their receiving facilities. 

 6. Size or weight limitations for skids or pallets. 
 7. If skids or pallets cannot be moved from delivery truck to agency storeroom without being 

unloaded - please indicate. 
 
 CONTRACTOR: 

 1. Confirm purchase order either by phone or in writing and give agency approximate delivery date. 
 2. Contact agency immediately if there are any questions about a purchase order. 
 3. Return agency’s phone calls promptly. 
 4. Assign a knowledgeable person to service this contract and serve as liaison between your company 

and NYS. 
 5. Make timely deliveries in accordance with contractually guaranteed delivery dates. 
 6. Notify all delivering truckers that it is their responsibility to unload the truck and make delivery to 

the agency’s specified location. 
 

 Deliveries will not be accepted after 3:30 pm. 
 
INSIDE DELIVERY: 

 Agencies and/or Political Subdivisions, and/or others authorized by law, requiring “Inside Delivery” must 
so specify on their purchase order.  An additional charge will be allowed for “Inside Delivery” when so 
requested by the agency. 

 
ESTIMATED QUANTITIES: 

 The quantities listed are estimated only.  See "Estimated Quantity Contracts" and "Participation in 
Centralized Contracts" in Appendix B, OGS General Specifications for Procurement Contracts.  

 
CONTRACT PERIOD AND RENEWAL: 

 Prices are firm for the entire period of the contract.  Price escalation will not be allowed and is specifically 
excluded from the terms and conditions of the contract award.   
 If mutually agreed between the Procurement Services Group and the contractor, the contract may be 
renewed for additional 12 month periods at no increase in price. 
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SHORT TERM EXTENSION: 
 In the event the replacement contract has not been issued, any contract let and awarded hereunder by the 
State, may be extended unilaterally by the State for an additional period of up to one month upon notice to the 
contractor with the same terms and conditions as the original contract including, but not limited to, quantities 
(prorated for such one month extension), prices, and delivery requirements.  With the concurrence of the 
contractor, the extension may be for a period of up to three months in lieu of one month.  However, this 
extension terminates should the replacement contract be issued in the interim. 

 
RESERVATION: 

 The State reserves the right to negotiate lower pricing, or to advertise for bids, any unanticipated excessive 
purchase.  An "unanticipated excessive purchase" is defined as an unexpected order for a contract product(s) 
totaling more than 800 cartons for shipment to one destination. 

 
REPORT OF CONTRACT PURCHASES: 

 Contractor(s) will submit 3 month activity reports no later than 15 days after the end of each 3 month 
contract period.  Political subdivisions are to be listed separately from State Agencies.  Reports will be returned 
if not properly submitted. 
 The report shall be arranged in columns for the quantity of each size broken down by order number, 
agency, delivery point, number of parts and quantity ordered.  In addition, the total dollar value of all orders 
received during the period shall be shown at the top of the report.  Separate reports must be submitted for each 
size. 
 A sample of the report format is as follows: 

 
 Report of XYZ Company, IFB No. XXXXX Contract No. PCXXXXX, 
 Period January 1, 2001 - March 31, 2001 (1st quarter) 
 Total dollar value of orders placed this period:  $XXXX.XX. 

 
 This report covers size 9-1/2” x 11”. 

 
 Order Date  Delivery Date Quantity Dollar 
 No.   Received Agency Point    Delivered (M Forms) Value  
 
 338 1/15 Health Albany 2/1 100M $1,000.00 
   25 1/18 S. Univ. Buffalo 2/10 250M   2,500.00 
 510 2/10 Health New York City 2/22 150M   1,500.00 
     TOTAL: 500M $5,000.00M 
 

 The report is to be submitted to the Office of General Services, Procurement Services Group, Tower 
Bldg., Empire State Plaza, Albany, NY 12242, to the attention of the individual shown on the front page of the 
Contract Award Notification and shall reference the commodity group number, the Invitation for Bids number, 
contract number, sales period, and contractor's name.   
 Failure to submit the required report may be cause for disqualification of contractor for future contracts. 
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IMPORTANT NOTICE TO BIDDERS/RESULTANT CONTRACTORS AND STATE AGENCIES - 
"OGS OR LESS" GUIDELINES APPLY TO THIS CONTRACT: 

 Purchases of the product(s) included in the Invitation For Bids and related Contract Award Notification 
are subject to the "OGS or Less" provisions of Section 163.3.a.v., Article XI, of the New York State Finance 
Law.  This means that State agencies can purchase product(s) from sources other than the contractor provided 
that such product(s) are substantially similar in function, form or utility to the product(s) herein and are: 

 
 1. lower in price 
      -and/or- 
 2. available under terms which are more economically efficient to the State agency (e.g. delivery terms, 

warranty terms, etc.). 
 

 Agencies are reminded that they must provide the State contractor an opportunity to match the non-
contract savings at least two business days prior to purchase.  In addition, purchases made under "OGS or Less" 
flexibility must meet all requirements of law including, but not limited to, advertising in the New York State 
Contract Reporter, prior approval of the Comptroller's Office (currently for transactions in excess of $10,000) 
and competitive bidding of requirements exceeding the  discretionary bid limit (currently at $15,000).  State 
agencies should refer to CL-135 dated October 7, 1994 for complete procedural and reporting requirements 
under the "OGS or Less" Guidelines. 

 
ITEM: 

 COMPUTER PAPER - (Continuous Stock Forms) single part forms for IBM 3800 and 3900 and similar 
high speed laser printers of other manufacturers. 

 
IMPRINT: All items are blank, NO IMPRINT. 
 
PUNCHING: 

 Standard marginal punching on both edges for use on high speed printers. 
 
PERFORATIONS: 

 Horizontal between forms and standard 1/2” vertical perfs on both margins, or no vertical marginal 
perforations.  ORDERING AGENCY MUST SPECIFY ON PURCHASE ORDER IF VERTICAL 
PERFED OR NOT PERFED.  NOTE:  Micro perfs may be required on certain forms/sizes. 

 
PERFS NOTE: 

 All perforations shall be proper to assure clean separating, but not so heavy as to allow premature and/or 
unwanted separations when used on high speed laser printers. 

 
BREAKS: 

 There shall be not more than one break per carton and not more than one break-carton in ten (10) cartons.  
Breaks shall be clearly noted on outside of cartons to show approximate location within the carton.  No splices 
shall be allowed. 

 
PACKING: 

 Forms are to be fan folded and packed in accordance with mills standard packing schedule and packed in 
cartons not to exceed 50 lbs. each.  Cartons to be marked on end to include P.O. Number, Contract No., Size, 
Number of Parts and Quantity. 

 
PALLETIZATION: 

 All orders for more than 1500 lbs. of paper must be palletized, when directed by the agency.  Disposable 
type 4-way entry, double faced pallets are to be used, and their cost included in the price.  No additional charges 
will be allowed. 
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State of New York 

Office of General Services 
PROCUREMENT SERVICES GROUP 

Contract Performance Report 
 Please take a moment to let us know how this contract award has measured up to your expectations.  If reporting 
on more than one contractor or product, please make copies as needed.  This office will use the information to improve 
our contract award, where appropriate.   Comments should include those of the product’s end user. 
 
Contract No.:  Contractor.  
 
Describe Product* Provided (Include Item No., if available):   
 
*Note: “Product” is defined as a deliverable under any Bid or Contract, which may include commodities (including 

printing), services and/or technology.  The term “Product” includes Licensed Software. 
 
 Excellent Good Acceptable Unacceptable 
• Product meets your needs     
• Product meets contract specifications     
• Pricing     
 
CONTRACTOR 
 
 Excellent Good Acceptable Unacceptable 
• Timeliness of delivery     
• Completeness of order (fill rate)     
• Responsiveness to inquiries     
• Employee courtesy     
• Problem resolution     
 
Comments:    
 
     
 
     (over) 
 
 
Agency:  Prepared by:  
 
Address:  Title:  
 
   Date:  
 
   Phone:  
 
   E-mail:  
 
Please detach or photocopy this form & return by FAX to 518/474-2437 or mail to: 
 

OGS PROCUREMENT SERVICES GROUP 
Customer Services, Room 3711 

Corning 2nd Tower - Empire State Plaza 
Albany, New York 12242 

*   *   *   *   * 


