
STATE OF ARKANSAS

Term Contract

Vendor No. 100139987 Contract No. 4600012126
Contact Travis Howe, VP Sales Date 12/04/2006
Your reference SP-OJ..0472

Contact Janet Quattlebaum

WISE BUSINESS FORMS
Telephone 501-324-9319

555 MCFARLAND 1400 DRIVE
Fox 501-324-9311

ALPHARETTA GA 30004
Our ref. ST
Incotarms UPS

UNITED PARCEL SERVICE

Send Invoice To:
ORDERING AGENCY OR
COOPERATIVE PROCUREMENT
PARTICIPANT

Ship To:

Same Valid from: Q7fQ1I2008
Valid to: 06f30/2009

CUSTOM SNAP-SET CONTRACT, SP-03-0472, HAS BEEN EXTENDED THROUGH JUNE 30, 2009. ALL TERMS
AND CONDITIONS AND SPECIFICATIONS REMAIN THE SAME.

ALL PURCHASE ORDERS TO BE PAYABLE TO WISE BUSINESS FORMS.
FEDERAL ID NUMBER: 25-1213370

MAIL ALL PURCHASE ORDERS TO THE SALES AGENT FOR WISE BUSINESS:

RANDY BURRALL
BANK & BUSINESS SOLUTIONS
11600 OTTER CREEK SOUTH ROAD
MABELVALE, AR 72103

P: 501-312-7419
F: 501-224-4769
Toll Free: 888-708-9311
randy.burrall@bnbsinc.com

THIS IS A TERM CONTRACT ISSUED BY THE OFFICE OF STATE PROCUREMENT. THIS IS NOT AUTHORITY
TO SHIP. A SEPARATE PURCHASE ORDER WILL BE ISSUED. THIS CONTRACT CONSTITUTES
ACCEPTANCE OF YOUR BID ALONG WITH ALL TERMS AND CONDITIONS THEREIN AND SIGNIFIES THE
OFFERER'S KNOWLEDGE AND ACCEPTANCE OF ALL TERMS AND CONDITIONS SET FORTH WITHIN THE
REQUEST FOR QUOTATION.

(M-/y-N
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Vendor No. 100139987 
Contact Travis Howe, VP Sales 
Your reference SP-03-0472 

WlSE BUSINESS FORMS 
555 MCFARLAND 1400 DRIVE 
ALPHARETTA GA 30004 

Send Invoice To: 
ORDERING AGENCY OR 
COOPERATIVE PROCUREMENT 
PARTICIPANT 

Contract NO. 46000121 26 
Date 12/04/2006 

contact Beverly Webb 
Telephone 501-324-931 7 
Fax 501 -324-931 1 

Our ref. ST 
lncoterms UPS 

UNITED PARCEL SERVICE 

Valid from: 1210512006 
Valid to: 0613012007 

CUSTOM SNAP-SET CONTRACT, SP-03-0472, HAS BEEN ASSIGNED FROM GLOBAL DOCUGRAPHIX, INC. 
TO WlSE BUSINESS FORMS UNDER AN "ORDER AUTHORIZING ASSUMPTION AND ASSIGNMENT OF 
EXECUTORY CONTRACT" BY THE UNITED STATES BANKRUPTCY COURT FOR THE NORTHERN DISTRICT 
OF TEXAS DALLAS DIVISION. 

ALL PURCHASE ORDERS a0 PAYABLE TO WlSE BUSINESS FORMS. - 
FEDERAL ID NUMBER: 25-1213370 

MAIL ALL PURCHASE ORDERS TO THE SALES AGENT FOR WlSE BUSINESS: -- 
RANDY BURRALL 
BANK & BUSINESS SOLUTIONS 
11600 OTTER CREEK SOUTH ROAD 
MABELVALE, AR 72103 

P: 501-312-7419 
F: 501-224-4769 
Toll Free: 888-708-931 1 
randy.burrall@bnbsinc.com 

THlS IS A TERM CONTRACT ISSUED BY THE OFFICE OF STATE PROCUREMENT. THlS IS NOT AUTHORITY 
TO SHIP. A SEPARATE PURCHASE ORDER WILL BE ISSUED. THlS CONTRACT CONSTITUTES 
ACCEPTANCE OF YOUR BID ALONG WITH ALL TERMS AND CONDITIONS THEREIN AND SIGNIFIES THE 
OFFERER'S KNOWLEDGE AND ACCEPTANCE OF ALL TERMS AND CONDITIONS SET FORTH WITHIN THE 
REQUEST FOR QUOTATION. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas aDuIv to this document. 
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ANY QUESTIONS CONCERNING THIS CONTRACT PLEASE MAKE REFERENCE TO TRACKING NUMBER 
SP-03-0472. 

INVOICE TO: Ordering Agency or Cooperative Purchasing Participant 

F.O.B. INSIDE DELIVERY: As specified on Purchase Order 

TERMINATION 

In the event that the anticipated term of this contract extends beyond the current biennial period, the contract will be 
terminable on the part of the state without cause at the end of the current biennial period. However, the state may 
agree to continue the contract, but in no case will any renewal cause the contract to continue beyond a biennial 
period for which the contract is renewed. Any services or products on contract accepted by the state must be paid 
for, but this does not obligate the state to continue the contract beyond the end of a biennial period. 

SELLING TO COOPERATIVE PROCUREMENT PROGRAM PARTICIPANTS: 

Arkansas Procurement Law provides that local public procurement units (counties, municipalities, school districts, 
certain not-for-profit corporations, etc.) may participate in State Procurement contracts. The contractor(s) therefore 
agree(s) to sell to Cooperative Procurement Program participants at the option of the program participants. Unless 
otherwise stated, all standard and special terms and conditions listed within the RFQ must be equally applied to such 
participants. 

APPROVED BILLING METHOD 

The Office of State Procurement has established a billing method that must be used. Multiplying the quantity shipped 
by the running charges and adding the flat charges determine the billing price. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document 
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1.0 SPECIAL TERMS AND CONDITIONS 

1 . I  Scope 

This outline agreement has been issued to establish a contract (term contract) for custom snap-out forms. Snap-Out 
forms shall include those multiple part forms with a stub that detaches from the main body of the form. Snap-Out 
forms may be carbon interleaved, no carbon, or utilize carbonless paper. Snap-Out forms may be individual sets, 
sets padded on chipboard, or sets bound into a book. 

Custom Receipt books will be routed to this contract if they utilize carbon-interleaved forms or carbonless paper. 
The forms will be priced on the individual size of the receipt. (Example: 2 314" x 6 112"). The minimum order will be 
1,000 individual receipts. 

Forms which are fan-apart, padded or tag-bound into books with carbon in back of book will not be considered 
Snap-Out forms and will not be covered under the scope of this contract. Any multiple part form which is not 
covered by the specifications within this contract will be bid separately. 

This contract does not contain #stock purchase orders, vouchers, TR-1, memo, purchase request or vendor 
performance forms#. The OSP will issue a special buy of these stock forms as needed. Otherwise, the agency may 
purchase the contract minimum of 1,000 forms. 

1.2 Term 

The original term of this contract was for approximately two (2) years with an expiration date of June 30, 2005. 

1.3 Extension 

Upon mutual written agreement between the contracting vendor and the Office of State Procurement, the contract 
may be extended five (5) additional years, in one (I) year increments or a portion thereof. Any extension but must 
be mutually agreed upon by the Office of State Procurement and the contractor. The Office of State Procurement 
will notify the contractor before expiration of the contract if an extension is requested. The paper price change 
clause will apply to any agreed upon period of extension. 

1.4 Orders & Minimum Quantities (State Agencies) 

All purchase orders will be routed directly to the contractor. The contractor is responsible for promptly returning all 
purchase orders that are not covered by the specifications of this contract. 

The minimum order for custom forms is 1,000 forms. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document. 



STATE OF ARKANSAS 

Term Contract 

Page 
4/13 

Vendor No. 1001 39987 
Contact Travis Howe, VP Sales 
Your reference SP-03-0472 

Contract No. 4600012126 
Date 12/04/2006 
Our reference ST 

1.5 Orders & Minimum Quantities (Cooperative Purchasing Participants) 

Ail purchase orders will be routed directly to the contractor. The contractor is responsible for promptly returning all 
purchase orders that are not covered by the specifications of this contract. 

The minimum order for custom forms is 1,000. 

1.6 Delivery (ALL USERS) 

The finished forms must be delivered inside to the location specified on the purchase order within the number of 
working days authorized. 

"Working days" shall be defined as Monday through Friday of each week exclusive of all official State holidays. 
Transportation expenses are the responsibility of the contractor. If a cost statement is requested by agency, delivery 
time will not begin until contractor receives written authorization from agency. 

Repeat orders not requiring proofs 25 working days 

New orders not requiring proofs 30 working days 

Repeat orders requiring proofs 35 Working days. 

New orders requiring proofs 45 working days 

Any New or Repeat order requiring forms to be booked will be allowed five additional working days. 

Proof must be sent within fifteen (15) working days after submission of order. Any proofs requiring changes must be 
resubmitted within ten (10) working days. The time that proofs are in agency's possession will not be counted as 
production time. 

Orders requiring multiple delivery points will be priced as follows: 

One shipment, all in the immediate area, will be included in the price of the forms. Additional delivery points 
(shipped by the most economical means available.) will be invoiced to the agency as an extra charge. THE 
CONTRACTOR WILL NOT BE REQUIRED TO BREAK A CARTON. A copy of the contractor's invoice from the 
freight company must be attached to the agency's invoice. No additional "mark up" charge will be allowed to the 
contractor. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document. 
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1.7 Rush Orders (State Agencies) 

If a State agency required delivery of an order in less than the prescribed time outlined in this contract, that agency 
must contact the contractor. The contractor may choose one of the two options stated below: 

Option 1. Waive the order from the contract. Agencies with Printing Delegation orders may quote. Orders 
exceeding the agencys delegated limit and orders for agencies without Printing Delegation orders must be bid by the 
OSP. 

Option 2. Accept the order and meet delivery requested. The ordering agency should obtain a written document 
with the agreed delivery date stated. The contractor may charge 1% of the original contract price for each working 
day less than the prescribed time authorized by the contract, that the delivery schedule is reduced. Rush order 
upcharge shall not exceed twenty percent (20%) of the original contract price. 

If the contractor fails to meet the "RUSH delivery, the rush charge will not be applied. If the contractor exceeds the 
delivery time for a normal delivery, the contractor may be charged late charges. 

1.8 Rush Orders (Cooperative Purchasing Participants) 

The contractor must comply with one of the two following options. 

Option 1. Waive the order from the contract. 

Option 2. Accept the order and meet delivery requested. The Cooperative Purchasing Participant should obtain a 
written document with the agreed delivery date stated. The contractor may charge 1% of the original contract price 
for each working day less than the prescribed time authorized by the contract, that the delivery schedule is reduced. 
Rush order upcharge shall not exceed twenty percent (20%) of the original contract price. 

If the contractor fails to meet the "RUSH" delivery, the rush charge will not be applied. If the contractor exceeds the 
delivery time for a normal delivery, the contractor may be charged late charges. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document 
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1.9 Cancellation of an Order (State Agencies) 

Agency purchase order cancellations must be communicated to OSP and the contractor must be compensated for 
all materials used and all work completed on the order before request for cancellation under the pricing provisions 
specified herein. Charges incurred, which cannot be determined in this manner, must be submitted to the OSP for 
approval. The OSP shall approveldisapprove the contractor's charges for work completed before cancellation 
approval. The ordering agency shall notify OSP and the contractor at the earliest possible moment of its intent to 
request cancellation. 

1 . I0  Cancellation of an Order (Cooperative Purchasing Participants) 

The contractor must be compensated for all materials used and all work completed on the order before request for 
cancellation under the pricing provisions specified herein. The Cooperative Purchasing Participant shall notify the 
contractor at the earliest possible moment of its intent to request cancellation. 

1 .I 1 Exclusions (State Agencies Only) 

Orders will be excluded from this contract if they include any or a combination of the following: 

Any form requiring delivery under the "RUSH ORDERS" provision by a date which the contractor cannot meet. 
(See "Rush Orders"). 

any form which requires the setting of composition in a foreign language. Agency may provide such copy in 
camera-ready form, in which case, the contractor shall be required to accept the order. 

Orders not meeting the minimum quantity specified shall be competitively bid. 

1 . I 2  Exceptions (State Agencies Only) 

The State reserves the right to route orders for divisions of the Arkansas State Legislature to this contract or to bid 
separately on a one-time basis. 

The State reserves the right to purchase forms from State-owned printing facilities. 

The State reserves the right to purchase standard forms from sources other than the contractor. The order must be 
bid separately. Standard forms are forms produced for numerous customers and frequently kept as an inventory 
item by the manufacturer. A standard form may be overprinted with agency name and other pertinent information. 
Standard shelf items would include forms such as Federal Income Tax Forms (W-Ts, etc.) iibraryforms, medical 
forms, etc. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document. 
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1 . I 3  Obligations of Contractor (STATE AGENCIES) 

The contractor must have a representative who can provide technical assistance within twenty-four (24) hours of 
written notification. On site visits to the agency may be required. The contractor must assist the ordering user with 
design and layout of forms in the most efficient manner. This representative must be able to help diagnose and 
solve problems with equipment operation, which may be related to the use of forms produced under this contract. 

If at any time it is learned that the contractor has intentionally directed the user in a matter, which has unnecessarily 
cost additional money, the contract may be cancelled and the contractor may be suspended or debarred from doing 
further business with the State. 

Contractor must provide the State with production quality negatives and a TIF or EPS file for each new form 
produced under this contract. 

After award of the contract, the contractor will receive production quality negatives and disk files that are to be used 
in the printing of reorders. The contractor is required to inspect the negatives and within ten (10) working days 
provide the OSP with a letter acknowledging receipt and acceptance of the negatives. Any problems with the 
production materials must be noted in writing with acknowledgement of receipt. All of the negatives furnished to the 
contractor will remain the property of the State of Arkansas and any loss or damage to the items listed in the 
inventory sheet signed by the contractor will require replacement at no cost to the State. 

Negatives, which have deteriorated through use and require replacement, may be priced as an original order after 
the contractor has provided written notification to the OSP and received authorization to reset composition. 

The contractor MUST maintain the current revision date in the stub. When a negative is updated, the old negative 
MUST be destroyed. 

Contractor will keep the negatives in a secure location during the term of the contract. This location may be outside 
the boundaries of the State of Arkansas. Upon request of the OSP, the contractor will be required to transfer the 
negatives to a location designated by the OSP. The transportation expenses will be paid by the contractor. 

The current negatives and a sample of the current form must be placed in an envelope or file pocket designating the 
ordering agency's name, agency number, and all form numbers included in the envelope. Only one agency's - .  
negatives and samples per envelope and no more than twenty-five negatives per envilope 

At the conclusion of this contract, the negatives along with a complete inventory of those negatives (in hard copy and 
disk format) must be delivered to the (new) contractor. At the same time, a complete inventory list of the negatives 
both hard copy and disk must be delivered to the OSP. The list must be maintained by agency and form number not 
by contractors job number. 

If the new contractor receives the negatives and the aforementioned requirements have not been met, the previous 
contractor will be held responsible for correcting all deficiencies within a time period specified by the OSP. Failure to 
complete this portion of the contract will be considered default and could jeopardize the future bidding status of the 
previous contractor or action may be taken against the previous contractors performance bond. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document. 
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Marginal words and numbers inserted by the manufacturer to identify the form are not considered to be a part of the 
form. The manufacturer will allow no charge on these words or numbers. 

1 . I 4  Obligations of Contractor (COOPERATIVE PURCHASING PARTICIPANTS) 

The contractor must have a representative who can provide technical assistance within twenty-four (24) hours of 
written notification. On site visits to the cooperative procurement participant may be required. The contractor must 
assist the ordering user with design and layout of forms in the most efficient manner. This representative must be 
able to help diagnose and solve problems with equipment operation, which may be related to the use of forms 
produced under this contract. This representative is to be available within 24 hours after notification. 

If at any time it is learned that the contractor has intentionally directed the user in a matter, which has unnecessarily 
cost addit~onal money, the contract may be cancelled and the contractor may be suspended or debarred from doing 
further business with the State. 

1.15 SUMMARY OF ORDERS (ALL USERS) 

Contractor will be required to send to the OSP one sample form and one copy of the cost analysis sheet for each job 
completed under this contract. SEE HYPERLINK FOR REQUIRED SIZE CODES. 

1 . I6 Acknowledgements and Cost Statement (ALL USERS) 

A cost statement from the contractor may be requested by the ordering entity before placing the order into 
production. Contractor must respond verbally or in writing within (5) five working days. The user must then issue 
written acceptance of cost to the contractor. Written acceptance from the user may be in the form of a purchase 
order including the price or as a letter confirming the purchase order number already sent to contractor and verifying 
the cost. Contractor should not begin work on any purchase order requesting "statement of cost" without written 
authorization from user. Delivery time will not begin until contractor receives written authorization from the agency. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document 
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1 . I7  Paper Price Change Clause 

No price increases will be authorized during the initial 60 days of this contract. After the initial 60 days, the 
contractor may request in writing that OSP give consideration to a paper cost increase, but must furnish all 
documentation to support the cost increase. Price increases, which are approved, will become effective within the 
(10) working days after date of written authorization from OSP. Any price increase will remain firm for a period of not 
less than sixty (60) days. 

Giobal Docugraphix chose to receive price increases in accordance with documented industry wide price changes as 
reported by the US Dept. of Labor's Producer Price Index. Any price adjustments made will be based upon a 
percentage, to be added to or deducted from a figure represented by forty percent (40%) of the running charge bid. 

The contractor confirms that his company and any subcontractors will guarantee the State full benefit of all paper 
price decreases passed along from the mill or supplier. When market conditions indicate that a reduction in cost is 
warranted, the contractor will be required upon written notification from OSP to lower his price for paper on all jobs in 
production and on all future jobs until such time as an authorized change in cost is made or the contract is 
terminated. 

Any paper price increase or decrease will be based on the originally bid running charge for the basic form size and 
number of parts. 

1 . I8  Quality 

The printing and workmanship of all forms furnished under this contract must be of "first class" quality. All materials 
and operations such as printing, collating, punching, perforating, registration, paper and carbon shall be of such 
quality as to insure satisfactory usage. 

1 .I 9 OverrunslUnderruns 

The overrunlunderrun provision in this contract is included as an allowance to provide the contractor with a broad, (in 
some instances up to 20%) target with regard to the number of forms required for delivery on a specific order. 
Overruns shipped by the contractor will be subject to the following schedule: 

FORMS ORDERED VARIATION ALLOWED 
Up to - 10,000 10% 
10,001 - 25,000 8% 
25,001 - 75,000 5% 
75.001 - OVER 2% 

Any orders issued which specify no overruns or underruns may be charged an additional five (5) percent of the 
invoice amount. This provision may not be used in combination with the upcharge for #guaranteed no missing 
numbers#. 

If the agency receives an excessive overrun, notify OSP. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document, 
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1.20 Proofs (ALL USERS) 

Proofs must be furnished on all forms, which are not an exact repeat or not furnished camera-ready by agency 
unless otherwise specified. Contractor should submit a proof any time the probability of error exists. Any changes 
made by the ordering agency shall be charged as specified under "author's alterations" in Additional Charges 
section. No allowances will be made for contractor's errors, such as typographical error. Proofs required by agency 
on exact repeat will be $10.00 each. 

Both the user and the contract holder are responsible for keeping accurate records showing time copy and proofs 
are mailed and received in order to calculate the final deliverydate of the finished product. These records must show 
the dates proofs are mailed or delivered to the using agency and the date(s) they are returned. When the proofs are 
sent, the contract holder will provide a proofing document to sign indicating if corrections are necessary. The 
document will show the signature of the person reviewing the document, the date it was reviewed, and the necessary 
corrections to be made, if any. The contractor will not proceed without this signature. The time proofs are out of his 
plant will not count against production time. 

When proofs are submitted to the agency, it will be the agency's responsibility to make the necessary corrections. 
The notation "AA" (Author's Alterations) or "PEN (Printer's Error) will be made in the margin of the copy along with 
each correction. Additional time to review proofs needed because of vendor errors in setting composition will be 
counted as production time. 

Author's alterations are changes made by the originator after typesetting has been accomplished according to the 
original draft. If the printer makes errors in the setting of composition, the correction of these errors is not 
chargeable to the agency. The "PE, "AA designations will identify those charges for which the user should 
correctly be billed. 

Proof must be sent within fifteen (15) working days after final submission of order. Any proofs requiring changes 
must be resubmitted within ten (10) working days. 

Contractor shall be responsible for all transportation expenses for delivery of the proofs. 

1.21 Invoicing 

The contractor must submit invoices in triplicate unless otherwise specified. The invoice must clearly show the 
contract number and the agency's purchase order number. Analysis of all charges must be included with the 
invoice. The contractor will be required to give the total cost for the recycled paper used in the production of the 
order on the analysis sheet. The ordering agency's procurement office must receive two sample forms and two 
copies of the cost analysis sheet. The OSP must receive one sample form and one copy of the cost analysis sheet. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document. 
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1.22 Liquidated Damages or Penalty (STATE AGENCIES) 

All commodities furnished will be subject to inspection and acceptance after delivery. Failure to meet specifications 
authorizes the OSP to cancel this contract or any portion of same and reasonably purchase commodities elsewhere 
and charge full increase, if any, in cost and handling to the defaulting contractor. 

Liquidated damages imposed by the against the contractor for failure to meet delivery schedule will be one percent 
(1%) of the invoice amount for each working day beyond the specified delivery time. The contractor shall be relieved 
of delays due to causes beyond his control such as Acts of God, national emergency, strikes or fire. The OSP will 
assess penalties for late delivery in all cases except those that relate to causes beyond the contractor's control. The 
contractor must notify in writing, on a timely basis, OSP of such developments stating reason, justification and extent 
of delay. Other liquidated damages provided for in this contract must be verified and approved in writing by OSP 
prior to application by the ordering agency. 

When the time does not allow for reprinting or reordering, acceptance of an inferior commodity may result in a 
liquidated damage of up to 20% of the invoice price or $500 whichever is smaller. 

1.23 Liquidated Damages or Penalty (COOPERATIVE PURCHASING PARTICIPANTS) 

Ail commodities furnished will be subject to inspection and acceptance after delivery. If the contractor fails to meet 
the specifications the Cooperative Purchasing Participant should notify OSP in writing. 

Liquidated damages imposed against the contractor for failure to meet delivery schedule will be one percent (1 %) of 
the invoice amount for each working day beyond the specified delivery time. The contractor shall be relieved of 
delays due to causes beyond his control such as Acts of God, national emergency, strikes or fire. 

Item MateriallDescription Target QtyUM Unit Price Amount 

001 0 101 02685 1.00 Lump Sum 1.00 $ I .OO 
FORMSNAP OUT, CUSTOM, LUMP SUM 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document, 
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OUTLINE AGREEMENT AWARD TERMS AND CONDITIONS 

1. GENERAL: All terms and conditions stated in the invitation for bid govern this contract. 

2. PRICES: Prices are firm and not subject to escalation, unless otherwise specified in the invitation for bid. 

3. DISCOUNTS: All cash discounts offered will be taken if earned. 

4. TAXES: Most state agencies must pay state sales tax. Before billing, the contractor should contact the ordering 
agency to find out if that agency must pay sales tax. Itemize state sales tax when applicable on invoices. 

5. BRAND NAME REFERENCES: The contractor guarantees that the commodity delivered is the same as specified 
in the bid. 

6. GUARANTY: All items delivered are to be newly manufactured, in first- class condition, latest model and design, 
including, where applicable, containers suitable for shipment and storage unless otherwise indicated in the bid 
invitation. The contractor guarantees that everything furnished hereunder will be free from defects in design, 
workmanship, and material; that if sold by drawing, sample or specification, it will conform thereto and will serve the 
function for which furnished. The contractor further guarantees that if the items furnished hereunder are to be 
installed by the contractor, such items will function properly when installed. The contractor also guarantees that all 
applicable laws have been complied with relating to construction, packaging, labeling, and registration. The 
contractor's obligations under this paragraph shall survive for a period of one year from the date of delivery, unless 
otherwise specified in the invitation for bid. 

7. AWARD: This contract award does not authorize shipment. Shipment against this contract is authorized by the 
receipt of a purchase order from the ordering agency. A written purchase order mailed or otherwise furnished to the 
contractor results in a binding obligation without further action by either party. 

8. DELIVERY: The term of the contract is shown on the face of the contract award. The contractor is required to 
supply the state's needs during this term. The number of days required to place the commodity in the receiving 
agency's designated location under normal conditions is also shown. Consistent failure to meet deliverywithout a 
valid reason may cause removal from the bidders' list or suspension of eligibilityfor award. 

9. BACK ORDERS OR DELAY IN DELIVERY: Back orders or failure to deliver within the time required may be 
default of the contract. The contractor must give written notice to the Office of State Procurement and ordering 
agency of the reason and the expected deiiverydate. If the reason is not acceptable, the contractor is in default. 
The Office of State Procurement has the right to extend delivery if reasons appear valid. If the date is not 
acceptable, the agency may buy elsewhere. 

10.DELIVERY REQUIREMENTS: No substitutions or cancellations are permitted without written approval of the 
Office of State Procurement. Delivery shall be made during agency work hours only, 8:00 a.m. to 4:30 p.m., unless 
prior approval for other delivery has been obtained from the agency. Packing memoranda shall be enclosed with 
each shipment. 

1 ISTORAGE: The ordering agency is responsible for storage if the contractor delivers within the time required and 
the a n A n c v i v e r l ~ l i v n r v  J 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document. 
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12.DEFAULT: All commodities furnished will be subject to inspection and acceptance of the ordering agency after 
delivery. Default in promised delivery or failure to meet specifications authorizes the Office of State Procurement to 
cancel this contract or any portion of same and reasonably purchase commodities elsewhere and charge full 
increase, if any, in cost and handling to the defaulting contractor. 

13.VARIATION IN QUANTITY: The state assumes no liability for commodities produced, processed or shipped in 
excess of the amount specified herein. 

14.1NVOICING: The contractor shall submit an original and two copies of an itemized invoice showing the bid 
number and purchase request number when itemized in the invitation for bid. Invoices must be sent to "Invoice to" 
point shown on the purchase order. 

15.STATE PROPERTY: Any specifications, drawing, technical information, dies, cuts, negatives, positives, data or 
any other commodity furnished to the contractor hereunder or in contemplation hereof or developed by the 
contractor for the use hereunder shall remain property of the state, be kept confidential, be used only as expressly 
authorized, and be returned at the contractor's expense to the F.O.B. point, properly identifying what is being 
returned. 

16.ASSIGNMENT: This contract is not assignable nor the duties hereunder delegable by either party without the 
written consent of the other party to the contract. 

17.0THER REMEDIES: In addition to the remedies outlined herein, the contractor and the state have the right to 
pursue any other remedy permitted by law or in equity. 

18.LACK OF FUNDS: The state may cancel this contract to the extent funds are no longer legally available for 
expenditures under this contract. Any delivered but unpaid for goods will be returned in normal condition to the 
contractor by the state. If the state is unable to return the commodities in normal condition and there are no funds 
legally availabie to pay for the goods, the contractor may file a claim with the Arkansas Claims Commission. If the 
contractor has provided services and there are no longer funds legally available to pay for the services, the 
contractor may file a claim. 

19.QUANTITIES: The state may order more or less than the estimated quantity in the invitation for bid. 

20.DISCLOSURE: Failure to make any disclosure required by the Governor's Executive Order 98-04, or any 
violation of any rule, regulation, or policy adopted pursuant to that order, shall be a material breach of the terms of 
this contract. Any contractor, whether an individual or entity, who fails to make the required disclosure or who 
violates any rule, regulation, or policy shall be subject to all legal remedies available to the agency. 

GENERAL CONDITIONS AND INSTRUCTIONS TO VENDOR: 
All purchasing rules and regulations defined by the State of Arkansas apply to this document. 



ARKANSAS PREFERENCE FOR RECYCLED PAPER CONTENT AND CERTIFICATION 

A.C.A. of 1987. -19-1 1-260, directs that the State of Arkansas will offer a preference for the purchase of 
recycled paper products. 

"(c)(l) Whenever a bid is required, a preference for recycled paper products shall be exercised if the use 
of the products is technically feasible and price is competitive. 

(2)(A) For the purpose of procurement of recycled paper products, 'competitive' means the bid price 
does not exceed the lowest qualified bid of a vendor offering paper products manufactured or produced 
from virgin material by ten percent (10%). 
(8) An additional one percent (1%) preference shall be allowed for produds containing the largest 
amount of postconsumer materials recovered within the state of Arkansas." 

As a condition of award, the Oflice of State Procuremenl may require that the apparent low bidder 
provioe confirmation of the sDecificalions of lhe recycled pa~er(s) bio by providing a cert lied letter from 
ihe manufacturer (mill) confiiming the paper's basi; weight,brighlness,apacity and postconsumer 
content. 
Bidders requesting the additional one percent (1%) preference for the largest allowable percenlage of 
~ostconsumer materials recovered from within the State of Arkansas must ~rovide authentication in the 
iorm of a certificate from the deinking facility which processed the postconiumer material. This 
information must be substantiated by the mill manufacturing the paper used to fuifill thls contract. 

In accordance with the authority granted to the State Procurement Director by A.C.A. of 1991, -19-1 1- 
203(31), the following definition of recycled paper applies: 

"Recycled paper." as it applies to coated stock, shall mean any paper that contains not less than 10 
percent (10%) postconsumer material by fiber weight; as it applies to uncoated stock, it shall mean any 
paper that contains not less than 20 (20%) postcons~umer material by fiber weight. 

Vendors requesting the one percent (1%) postconsumer material preference must indicate the 
aer~entaae of aostconsumer material recovered from within the State of Arkansas contained in the 
Laper offired. ' 

Any sheet offered that is found to contain excessive lint or foreign (nonpaper) elements will be rejected. 

Bidders offering recycled paper must, upon receipt of a written request from the Office of State 
Procurement, make available samples for inspection within five working days. 
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2.0 FORM SPECIFICATIONS 

Lockup space is that space used to clamp the printing plate to the plate cylinder. The 
lockup space is a 112" wide uninterrupted space across the width of the form. NO 
printing can be done within this area using just one plate. If no lockup space is 
provided, the contractor must make (and charae) for a second plate. This will be 
charged as an additional color of ink. See hyperlink for lockup information. 

2.2 Forms Measurements 

Snap-Out form sizes are determined by the stub width and the length. The stub width is 
the measurement of the form along the edge containing the stub. The length is the 
measurement of the edge running perpendicular to the stub and does not include the 
stub. The overall length is the measurement of the length plus the measurement of the 
stub. See hyperlink for form size guide. 

2.3 Basic Flat Charae 
An individual flat charge shall be allowed for each size of Snap-Out form. Only one 
basic flat charge per form ordered shall be allowed. The basicffat charge shall include 
all of the following specifications: 

All preparatory cost such as press make ready including any paper roll change for the 
first ply, negatives and plates necessary prior to actual press operations shall be 
included in the basic flat charge. 

Construction into individual sets shall include the following: 

All paper and carbons shall be line glued into a 518 or a 314" stub. Stub Size 
shall be at contractor's option. 

All paper parts shall be perforated at the stub either 518 or 314" from edge. 

All carbon stubs shall be 112" shorter than the paper parts on the end opposite 
the stub unless otherwise specified by the agency. An additional charge will not 
be allowed if agency requests carbon to extend the remaining 112". 

All carbon sheets shall extend approximately 318 into the stub. 

Carbon paper must be a minimum weight of 7 lb., medium grade, non-processed black, 
fully coated on one side and horizontally perforated between all sets. 



The waDer included in the basic flat and runninq charges shall be as indicated below. 

These papetweights for the basic forms are listed as a guide to the contractor. 

Two and three part forms -All 15# paper 
Four, Five and Six part forms - 15# on part one, all others 12# paper 
Seven and Eighth part forms -All 12# paper 
Agency may request other combinations of the 12 or 15 pound, #4 Grade 
Registered Sulphite Bond, White or colored at no additional charge. 

Contractor Is to list a mlnlmum of five (5) paper colors in addition to  white that 
will be furnished. Canary, Plnk, Goldenrod, Green and Blue. 

RECYCLED PAPER WEIGHTS AND COLORS THAT MUST BE USED WHEN A 
FORM USING THESE PAPER WEIGHTS OR COLORS IS REQUESTED. 

12 LB. Canary and Pink bond 
15 LEI. White bond 
15 LB. Canary and Plnk bond 
20 LB. White bond 
20 LB. Canary and Pink bond 
24 LB. White MICR bond 

1% LB. CB carbonless, white only. 
14.5 LB. CFB carbonless, White, Canary, Pink 
15# LB. CF carbonless, White, Canary, Pink 
The carbonless oaoer wlll be black image. 

The base price shall include black ink on the face of all parts. See allowances for other 
ink options. 

All marginal words or phrases included in the basic flat charge at the contractor's choice 
of color. Total length of marginal words cannot exceed 5 inches in length. 

Forms must be wackaaed in corruaated containers, which must be of sufficient strenath - 
to protect forms' from iamage duGg shipping, handling and storage. Internal 
dimensions of cartons must be aw~roximatelv 1/16" qreater than width and 118 greater 
than length of packed forms so &to assure againstdamage from bending, curling, 
shifting, etc. Forms must be packed "face-up". 



All cartons must be marked as to contractor name, description of form, quantity within, 
numbering sequence within (if applicable), date produced and any other pertinent 
information. 

Cartons should be packaged consistent with industry standards. individual carton 
weight should not exceed 50 lbs. 



Proofs must be furnished on all forms, which are not an exact repeat or not furnished 
camera-ready by agency unless otherwise specified. Contractor should submit a proof 
any time the probability of error exists. Any changes made by the ordering agency shall 
be charged as specified under "author's alterations" in Additional Charges section. No 
allowances will be made for contractor's errors, suoh as typographical error. Proofs 
required by agency on exact repeat will be $10.00 each. 

Allowances are given in this bid forvarious other combinations of ink and numbering in 
contractor's choice of color. 

3.0 Special Features Allowances and Reductions 

3.1 Blank Orders 

If there is no printing on the form except for the consecutive numbers, prefix or suffiix 
letters, contractor must reduce the price as follows: 

Some parts blank - See deletion. 

All parts blank - Deduct 50% of the basicflat charge. 

3.2 Com~osition 

MINIMUM CHARGE OF $10.00 

The contractor will be allowed to charge for composition when a negative, camera-ready 
artwork, TIF or EPS file is not available. If a negative, TIF or EPS file is not available 
the agency must provide camera-ready copy or allow the contractor to set the type. The 
point sizes may be stipulated by the ordering agency. The agency will not be allowed to 
provide the composition on disk to the contractor. 

LIGHT - Few lines of type with no borders. 
MEDIUM - Several lines of type, simple borders, cross rule form with 
simple headings. 
HEAVY - Many line of type, Fancyldetaiied borders, Closely spaced 
cross rule form with headings. 

SEE HYPERLINK FOR COMPOSITION TYPES. 



The cost will be priced per square inch for typesetting sewices. Charge may only be 
applied to the area containing copy (i.e. if the form size is 11 X 8 112" with copy in an 
area 11" x 4", the cost is figured by multiplying the total number of square inches of 
copy (1 I" x 4" = 44) by the appropriate composition charge. If the area of copy 
measures 112" or less, the fraction is dropped. If more than 112", the measurement is 
rounded up to the next inch. One half inch or less of total composition will be priced at 
112" the prevailing rate. Composition charges shall be allowed for changes from part to 
part at the same rate for the area effected. 

LIGHT - $ .60 PER SQUARE INCH 
MEDIUM - $ .75 PER SQUARE INCH 
HEAVY - $ .85 PER SQUARE INCH 

3.3 Volume Discount 
Because of the generally accepted principle that volume ordering results in cost 
savings, this RFQ incorporates a volume discount requirement that the contractor must 
apply to those orders which qualify. A percentage discount will be applied to the base 
running charge of high volume orders. The discount applies only to those orders of 
single and multiple part forms with a total single sheet equivalent of 400,000 sheets Or 
more. 

Percentage Discount 
Single Sheet Equivalent From Base Running Charges 

800.000 - and up 8% 

3.4 Plate Chanqe Allowances 

Plate change $50.00 Flat 
This will be allowed to make changes from part to part. 

Deletion of printed area from one or more parts. $10.00 Flat 
When adequate room is available to permit a deletion, the contractor will use this 
charge.   he area to be deleted musi not be interrupted by rules and must have a 
minimum of 3/16 unprinted area surrounding the copy to be deleted. 



Block Outs 
The contractor may charge a plate change for blockout area. Contractor t'nUSt 
furnish arlwork for blockout design. 

Marginal Words 
All marginal words or phrases including "non negotiable" on checks, shall be 
included in the basic flat charae at the contractor's choice of color. Total length 
of marginal words cannot exceed 5". Type size may be up to and including 114". 
The positioning of marginal words including staggoring from part to part within a 
form is at ordering agency's option. 

Author's Alterations 
Contractor may charge applicable composition change for the area involved with 
a minimum charge of $10.00. 

Back Printing $60.00 Flat 

PhantomslPantographslBorders $25.00 Flat 

Contractor is authorized a slngle flat charge for each phantom, pantograph 
and or border. No char~e for ohantoms, pantographs andlor borders 
repeated on successiv~parts'in a form or on repaat orders. 

Reverses No Charge 

Screens (Excluding Phantoms) $25.00 Flat 

Total charges for any one part will not exceed $50.00 for each screen 
value (example: lo%, 20% etc.) Each change in screen value will carry a 
separate $25.00 flat charge. 



3.5 Numberinq 

Numbering shall be in standard red ink or contractor's standard color of ink unless 
otherwise specified by agency. Numbers must be confined to the front only, and must 
be approximately 3/16 in height. Co~tractor must use the most economical numbering 
if agency does not specify othelwise. (A missing numbers list must be delivered with all 
numbered orders.) 

The 5% charge for no overrunlunderrun will not apply to orders that are priced as 
guaranteed no missing numbers unless the agency specifically requests no 
overruns or underruns. 

Crash Imprinted (Carbon Impressed) $25.00 Flat 
Numbers will be printed in ink on original only and impressed by carbon or 
chemically treated carbonless paper on the face of the other parts. Forms cannot 
be numbered where there is no carbon and numbers must be in the same 
position on all parts. 

Additional Charge for guaranteed no $1 .OO per M 
missing numbers on "crash imprinted Sets 

All ink numbers $25.00 Flat + $ . I5  per M parts 
Numbering must be printed in ink instead of carbon impressed on all copies. The 
number may be located anywhere on the form, but must remain in the same 
position on all parts. 

Each additional "all ink" 
number on the same form 

$25.00 Fiat 

Additional Charge for guaranteed $1.00 per M sets 
no missing numbers. 

Number Reset in Series $5.00 Flat 

Prefix $5.00 Flat 

Suffix is part of the base plate. Printed as either a plate change or marginal 
word(s). 

Position Change $25.00 Flat 
A position variation within a set 

Color of Ink other than Red $30.00 Flat 
or contractor's standard color numbering. 



a a n e t i c  Ink 

Magnstic ink shall be all black MICR. (Magnetic ink is primarily used on checks). 

Static MICR (Repetitive) $50.00 Flat + $1.50 per M MlCR Numbers 

Consecutive MlCR $60.00 Flat + $3.00 per M MlCR Numbers 

This charge in addition to any charges for regular numbering 

Optically Scanned Forms (OCR Forms) $100.00 Flat + .50 per M Forms 

The flat charge will cover all the extra handling for OCR forms such as 
composition, printing, and tolerance of ink requirements. Upcharges for paper 
are allowed in the designated tables. 

Contractor must guarantee that OCR forms, which are produced, will perform 
properly on the scanning equipment on which the forms are to be used. && 
mandatory that the orderlna aaencv saeclfles the make and model of the 
scannina eauipment. 

If the contractor cannot guarantee the performance of the OCR forms, he must 
waive the order in writing. Upon waiver, the State will purchase the OCR forms 
according to current procurement procedures. The contractor has five (5) days in 
which to waive any OCR order received. 



3.7 Ink Charses 

Base prices include black ink on front and (Agencies choice of black or gray) On the 
back with numbering in red (or contractofs standard color) and marginal words in 
contractor's choice of color. The following additional charges shall be allowed for inks 
other than those included in the base price. 

1 color other than black on the face $30.00 Flat 
of one or more parts 

2 colors, black and 1 other color $60.00 Flat 
on the face of one or more parts 

2 colors, other than black on $90.00 Flat 
the face of one or more parts 

3 colors, black and 2 other colors $140.00 Flat 
on the face of one or more parts 

3 colors other than black on the 
face of one or more parts 

$155.00 Flat 

1 color other than black or gray $35.00 Flat 
on the back of one or more parts 

PMS colors or exact match $35.00 Flat 

SOYOIL INK: 

The use of soybean oil ink is required. Please complete the blanks below: 

BRAND OF INKIMFGR: Kohl-Madden 



See upcharge for paper stock for all papers not included in base price. 

Special Sizes: Use price for next larger size except as noted. Form5 for which 
the overall width and or the number of parts have been intentionally deleted from 
this contract will be purchased separately. 

3.9 S~ecial Carbons 

In addition to the full carbons provided as a part of the base flat charge for snap-out 
forms ordered under this contract, several other types of carbon are also available: 

STRIPE CARBONS - See Extra Charge Table. Stripes must run parallel to and 
full width of the form. Although used for basically the same purpose as Pattern 
carbon, Stripe Carbon is considerably less expensive. 

FEATHER EDGE CARBON - See Extra Charge Table. Carbon extends 
approximately 112" beyond the edge of the form. 

SPOT OR PATTERN CARBON - See Extra Charge Table. One flat charge for 
each different pattern or hot spot carbon within a set. Running charge per 
thousand sheets. Running charge based on total number of sheets without 
regard to the number of patterns. Pattern carbon can be any size or shape and 
is used primarily for with holding information from certain areas of the form. 

EXPOSED CARBONS - (a) One additional piece of carbon over the face of the 
form - see Extra Charge Table. (b) One additional piece of carbon on the back 
plus a smudge sheet - Price as the next greater number of parts. 



3.10 Punching (Other than marginal ~unchina) 

For punching standard size holes through 
one or more parts within the set, in the same 
position through all parts. 

$9.00 Flat per hole 

If position of punching varies within a set, an additional machine set upcharge of 
$75.00 will be added. 

3.1 1 Special Perforations (Other than those included in the base mice.) 

Horizontal - Full width for one perforation $25.00 Flat 
in the same position on one or more parts. 

Horizontal - Not full width for one $30.00 Flat 
perforation same position on one or 
more parts. 

Vertical - Full length for each perforation $10.00 Flat 
in the set. 

Vertical - Not full length $60.00 Flat * 
(skip perforation) for each in .45 RC per M 
the same position on one or 
more parts in the set. 

Carbon Perforations $15.00 Flat 
For each perforation within a set in the same position on one or more carbons. 
All carbon perforations must run parallel to the stub and must be full width of the 
sheets. 

Micro, Laser or similar perforation $2.00M RC 



3.12 Bindinn Snap-Out Sets Into Books 

These additional charges shall include the materials and labor to bind the forms into 
books. The books shall consist of a chipboard back, a tag wrap-around cover, and 
perforations at the binding stub. Bound books may be packaged directly into corrugated 
cartons. 

NOTE: Cover stock will be #I50 tag. When agency requests a "Triad Cover" 
(wraparound with flyleaf), the contractor will be allowed an additional 20% of the 
appropriate cost from the table below. 

PRICES BY SIZE 
MAXIMUM STUB WIDTH 3 213" 4 114" 5 213" 7 113" 8 112 11" 

25 SETS PER BOOK 6.74 7.50 9.84 11.71 14.26 17.16 
PRICE PERM SETS 

50 SETS PER BOOK 3.36 4.31 5.52 5.86 7.88 9.37 
PRICE PER M SETS 

Minimum order - $20.00, not including the charges for printing the covers. The following 
charges apply for printing covers in black ink only: 

Printing 1 side of Cover $25.00 Flat + $1 .OO Per 100 Covers 

Printing 2 sides of Cover $40.00 Flat + $2.00 Per 100 Covers 

Numbering the front of the TRIAD cover. $50.00 Flat 

3.13 Padding 

Fifly percent (50%) of the "Binding Charges" in the proceeding section. 

For gum padding onto a chipboard back. Padding is on stub end only. 

3.14 Gluina or Fastening 

Special Gluing $20.00 Flat 
for each special gluing between parts at the end opposite the stub to permit the 
parts to remain attached after they are removed from the snap-out stub. 

Double Stub Sets $20.00 Flat Plus 1 .OO per pt. 



3.1 5 Rounded or CliDDed Corners 

1 or 2 corners on 2 and 3 Part Forms $4.00 Per M Sets 

3 or 4 corners on 2 and 3 Part Forms $8.00 Per M Sets 

1 or 2 corners on 4 through 8 Part Forms $16.00 Per M Sets 

3 or 4 corners on 4 through 8 Part Forms $16.00 Per M Sets 

3.1 6 Transfer T a ~ e  

$10.00 Flat per line + running charges listed below. For 112 tape running parallel to 
and full width of the stub. Charges below are per thousand strips. 

STUB WIDTH RUNNING CHARGE PERM STRIPS 
3 411 0 ,  3 IIZ", 3 213" $3.00 
4", 4 114" $3.69 
5 1/4", 5 112, 5 213" $4.91 
7", 7 113" $6.36 
8 112 $7.38 
11" $9.55 

3.17 Other Sizes (Width or Lenath. P a ~ e r  andlor Carbons). 

Non-Standard Length - Price from the next longer standard length, 

Non-Standard Width -Price from next larger width and apply trimming charges. 
$10.00 Flat + .30 Per part per M Sets. 

Forms with Varying Lengths -form having varying length parts or carbons within 
a set will be priced based on the largest length. 



3.18 Packaning 

For forms which are poly-wrapped into packages before placing into corrugated cartons. 

Unlabeled Packages 

50 sets to a Package $3.50 M 
100 sets to a Package $2.00 M 
Non-Standard quantities $.25 per package 

Labeled Packages 

50 sets to a package $5.50 M 
100 sets to a package $4.00 M 
Non-Standard quantities $30 per package 

3.19 Pallets 

When requested by the ordering agency, the contractor must palletize orders and may 
charge the flat charge for each pallet used. The pallet must be loaded and packed to 
insure acceptance and safe delivery by common carriers. 

$35.00 ea. Pallet 



CUSTOM SNAP-OUT FORMS 




