COMMONWEALTH OF PENNSYLVANIA
TREASURY DEPARTMENT

Standards Conformance and System Compatibility

1. Responsibility – The Contractor shall bear the responsibility of selecting the paper stock and preprinting of check forms imposed by these specifications, applicable ANSI standards and by the Treasury Department’s use of specific systems and equipment for the printing and processing of checks.  Prior to the bid opening date, the contract should identify any competing or conflicting requirements and specifications, informing the Department of General Services.

2. Equipment and System Compatibility

a. MICR Laser Printer

The Department plans to machine print check forms using Xerox Nuvera 144, Laser Printers, and requires that paper stock and check forms shall in every respect conform to the requirements of the Xerox Nuvera class printers for smooth passage through paper pathways, precise stacking, accurate application of toner, firm toner adhesion, and all other applicable printer processing parameters.

b. Paper:  Check stock forms should be cut on the long grain to ensure minimal curling of paper running through the Department’s printers.

                 The paper should have the following characteristics:

- Low moisture content (below 5.3%) (3.9-5.3%)
- Built-in curl control
- Smooth surface (Sheffield Smoothness 80 to 150)
- No mechanical defects

c. Forms Finishing System

Paper stock and check forms shall conform to the specifications and requirements of the following forms finishing equipment, all supplied by Peak-Ryzex, used by the Department for bursting, sequencing, and stacking of printed check forms, except that standards, requirements, and specifications for MICR laser printers shall prevail in case of conflict:

· Burster Cut Sheet MPS650
· Moore 960 High Volume Detacher
·     DAS 8140 Hi Cap Infeed

The Contractor should note that this equipment features a bar code reader of sequence verification and data capture.  Forms shall conform to all optical requirements for accurate and reliable read back.

d. Forms Insertion and Mail Processing Equipment

Paper stock and check forms shall conform to all applicable specifications and requirements of equipment commonly in use for the insertion of forms into envelopes, such as the Pinnacle Base Inserters (4) 438 On-Line Base Unit, Bell & Howell
 except that the specifications and requirements of the MICR laser printers or forms finishing equipment shall prevail over those of forms insertion and mail processing equipment in case of conflict.

e.  United States Postal Service Equipment

Paper stock and check forms shall conform to all applicable standards, specifications, and requirements of the United States Postal Service, especially those which apply to the optical scanning and recognition of address information for automated mail routing.

Security Features

In 1 up and 3 up Document attached to bid

Additional Features – The Treasury Department reserves the right to include or exclude any of these features from the final forms order.  The usage, color, size, design, and placement of any of these security features will be determined at the Design Resolution Meeting.

Perforations – Two horizontal perforations per check form (8-1/2 x 11” sheet), dividing each check form into three individual check forms of the same size, shall be required for the 3-up check stock.  (See Check Form Samples) Perforation for check form (8-1/2 x 11 sheet) dividing each check form into one-third and two-thirds with the check positioned in the bottom third of the form for the 1-up check stock.  Perforations shall comply with all requirements and specifications for the forms finishing equipment to be used, while maintaining compatibility with all MICR Laser Printer requirements and specifications, causing neither an effective reduction in the stiffness properties of the form, nor an underside bulge which could affect stacking or passage through check printing and forms finishing equipment.

The separation of individual check forms from the check form must be accomplished without forms finishing equipment adjustments causing extraordinary roller pressure to be applied.

Sequential Numbering

1. Sequence and Format – Individual check forms shall be numbered consecutively in a regular sequence, using a hierarchical numbering scheme, which identifies the individual check form sequence within a check form (8-1/2 x 11” sheet).  A serial eight-digit check form identified shall be used, followed by a single blank, then a serial identifier for each individual check form within that check form, using “A” for the top check, “B” for the middle check, and “C” for the bottom check, resulting in the following format for 8-1/2 x 11 3-up checks.

99999999 X

Where 9s are replaced by the serial check form identifier, with no suppression of leading zero’s, and “X” is replaced by “A”, “B”, or “C”, indicating top, middle, or bottom individual check form within that check form, respectively.  This number, comprising both the check form identifier and the individual check form identified, together sufficient to uniquely identify each individual check form of a given type within the run of forms produced under this contract (assuming the quantity of forms produced is sufficiently small to avoid duplication through wrap-around of the serial check form identified, using the number of digits allocated), shall be known as the Inventory Control Number (ICN).

2. Constraints - Each individual check form shall be individually numbered with a sequential ICN, using the sequence defined above.  ICNs shall begin with the assigned start number as specified by the Treasury Department at the Design Resolution Meeting, and continue in regular sequence without break or duplication, except that the maximum value for the number of digits allocated shall result in wrap-around to the value “1’ as the next number (i.e., there shall be no check form sequence number with the value “O”).  The Contractor shall ensure that this rule holds for all check forms produced for delivery to the Treasury Department, regardless of their status as test, sample, or production.  For the duration of the contract, the Contractor shall be responsible for maintaining a smooth, unbroken numbering sequence through each run of check forms produced, initially using the start numbers provided, then beginning each run with the number following the last number used during the previous run.  The Contractor shall note that this is a key role of the ICN in the Treasury Department’s operational controls.

3. Location - The ICN assigned to each individual check form shall be placed on the back of the check at the top left corner, approximately one inch from both the top and left edges, viewing the check from the back.

One-Up Check Form Considerations

1. Top Front of Sheet – The upper portion (8-1/2” x 10-1/3”) of each sheet shall be free of all printing with the following exception:  The words, “NOT NEGOTIABLE” will appear in an open character font not less than one and one-eighth inches high, beginning 2-1/4” from the top edge of the sheet and extending down the sheet not less than seven inches.  Both words will be centered on the sheet and the word, “NEGOTIABLE” will extend left and right to within one-half inch of each edge of the sheet.  The printing shall be screened to make the print legible while not interfering with print affixed during Treasury’s disbursement process.

2. Top Back of Sheet – The upper back portion (8-1/2” x 10-1/3”) of each sheet shall be printed with a continuous run of the words, “NOT NEGOTIABLE” sufficient to cover the sheet above the check.  The printing will extend from the left edge to the right edge of the sheet.  The printing shall be screened to make the print legible while not interfering with print affixed during Treasury’s disbursement process.

3. Sequence and Format – Individual check forms shall be numbered consecutively in a regular sequence, using a hierarchical numbering scheme, which identifies the individual check form sequence for a One-Up Check Form (8-1/2” x 11” sheet).  A serial eight-digit check form identifier shall be used, followed by a single blank, then an identifier for the individual check form, using “D” for the check, resulting in the following format:

99999999 D


where 9s are replaced by the serial check form identifier, with no suppression of leading zero’s.  This number, comprising both the check form identifier and the individual check form identifier, together sufficient to uniquely identify each individual check form of a given type within the run of forms produced under this contract (assuming the quantity of forms produced is sufficiently small to avoid duplication through wrap-around of the serial check form identifier, using the number of digits allocated), shall be known as the Inventory Control Number (ICN).

4. Perforations – A perforation shall be placed across the top edge of the check for   8-1/2 x 11 1-up check stock.  When the forms are machine or hand folded for insertion into the envelope the form will be folded on this perforation.  The perforation must be of sufficient strength to not allow separation of the check during this process.  The perforation must allow manual separation of the check from the form without damage to the check.
Packaging for Shipment

1. Forms Packaging – The number of check forms packaged to a carton shall not exceed 1,600.  Check forms shall be placed in cartons so that, viewing the carton from the top, all forms are oriented the same way, with the check facing up, the lowest-valued ICNs on top (running top to bottom from low numbers to high numbers).  Using this scheme, upon opening the carton, the printed ICNs of the check form bearing the three lowest numbers within the carton should be on the reverse of the first document at the top of the stack.

2. Cartons – Cartons shall be durable, uniformly sized, cardboard reusable type shipping containers which ensure delivery at the Treasury Department free from damage, maintaining a controlled, stable moisture content, ready for free passage through check printing and forms finishing equipment.  Cartons shall have no excess space allowing crushing or distortion of forms when stacked a maximum of five high.  All components shall be designed and constructed not only for proper protection of forms, but also for easy removal, carrying, and loading of forms into MICR Laser Printers.  Cartons shall consist of four components, as described below:  lid, sleeve, load pad, and forms protector.  Lid, sleeve, and forms protector shall be a minimum of 200 pounds per square inch strength.  Lid shall be bound to sleeve on the exterior using tape of a minimum of two inches (2”) in width, completely encircling the carton.  Tape shall be easily cut to gain access to forms, without undue danger of damage to forms from cutting.  Cartons shall be sized to restrict movement of the stack of forms inside, keeping to a minimum the danger of damage from undue shifting within the carton or from crushing during stacking of cartons.  The Contractor should note that the Department uses cartons for storage and transportation of printed forms and reports, and desires that they should be reusable for this purpose, with interlocking lid, following removal of Check Forms.

Each carton shall have two components, a lid and a sleeve.  It is important to note that the lid becomes the base of the stack when the cartons are opened for printing.   Please refer to the Attachment E for an illustration of the carton.

a.  Lid – the lid, when attached to a sleeve that has been properly filled with check forms, will become the bottom of the completed carton by inverting the carton.  The lid shall be collapsible and telescopic, designed to be easily broken down manually after cutting the tape.  In order to gain access, the lid shall become a “deck” for the load pad.  Lid shall be of conventional design, reusable for storing or transportation of forms.  The lid for Three-Up check forms will have outside measurements of approximately 9.25” wide by 11.5” long and 3.5” deep. 

b. Sleeve – The sleeve shall be telescopic in construction, fitting over the stack of forms into the collapsible lid described above, once the carton has been inverted for access to forms.  The sleeve will have outside measurements of approximately 8.75” wide by 11.25” long and 10” deep. 


c. Load Pad – A load pad equal to the dimensions of the form shall be placed inside the lid, upon which the stack of forms will rest once the carton has been inverted.  The pad shall have a minimum thickness of not less than eleven-sixteenth of an inch (11/16”) and shall contain lift assists, or finger notches, centered along each of the four sides of the pad, so designed in shape and size to permit an easy and secure grip in order to lift and transport the stack of forms away from the carton and into the input hopper of the MICR Laser Printer.  The pad shall be constructed in such a way as to allow its being inserted in the input hopper without affecting the ability of the MICR Laser Printer to feed accurately and reliably the stack of forms resting upon it.

d. Forms Protector – A forms protector shall be placed upon the stack of forms within the sleeve at the end opposite the load pad, in order to protect the forms from damage by action upon the outside of the carton or by undue movement of the stack within the carton during transit.

e. Additional Packing Materials – Additional protector sheets, sufficient to prevent the collapse of the lid, must be placed on top of the stack before the lid is attached to the carton.  This additional material should be equal to the dimensions of the form and of the same type of material used in the construction of the carton.

f. Forms Orientation – Forms packaging specified above assumes that the carton is in the inverted position:  that is, the forms stack as specified is placed upon the load pad, which rests in the carton lid, with the sleeve positioned over it.

Extreme care must be taken when placing the forms in the cartons.  All forms within a carton must be identically oriented and facing the same direction.  All forms need to be placed in the cartons with even edges and no overhand on any of the four sides.  Cartons found to be otherwise packaged will be considered unacceptable and returned to the vendor, at the vendors’ expense, for repackaging.

3. Pallets – 

a. Pallet Dimensions – Cartons shall be delivered on wooden shipping pallets no larger than thirty-six inches by forty-eight inches (36” x 48”).  All pallets must be constructed to allow lifting by a lift-jack from either thirty-six-inch (36”) side.  The Department requires that the stack of cartons on the pallet, fully sealed with stretch-wrap and prepared for shipment, shall at no point protrude beyond the vertical plans extending around the four (4) sides of the pallet.  Cartons shall be stacked upon pallets no more than five high.

b. Loading of Cartons onto Pallets – Carton Sequence Number, reflecting the sequence of ICN ranges contained therein, so that lower numbers are on top and higher numbers are on the bottom shall arrange cartons on pallets in sequence.  Each row of cartons shall be confined within a carton tray for additional security during transit.  Pallets shall receive a layer of firm-wrap material between the pallet top and the first water-resistant carton tray.  An inverted carton tray shall be placed on top of the top layer of cartons as a pallet cap.  All trays shall be moisture-resistant, and corner sealed to prevent shifting of cartons.  The capped and trayed cartons shall be secured to the pallet by banding or strapping along with layers of stretch-wrap.

c. Loading of Pallets for Shipping – Pallets shall be loaded on the truck used for shipping so that Pallet Sequence Numbers and Carton Sequence Numbers are arranged in order, with higher numbers nearest the door from which pallets are to be unloaded.

4.  Carton Identification

a.  Carton Sequence Number – A Carton Sequence Number, unique to each check form, shall be assigned to each carton, to be printed on each carton label, for unique identification of each.  This shall be a sequential number, starting with “1” and continuing in unbroken sequence for each carton produced, whether sample, test, or production.  Carton Sequence Numbers shall only be reset at the beginning of a new order.  Carton Sequence Numbers shall reflect the sequence of Inventory Control Numbers of check forms contained therein.

b. Carton Labeling – Each carton of check forms shall be labeled, using a large, clearly printed label placed on the top and one end of each carton.  Labels shall show clearly toward the outside, as cartons are stacked upon pallets, regardless of the side from which the stack is viewed.  Labels shall show at least the following information:

“PA State Treasury Department”
Contractor Name and Address
Contractor Plant Location
Commonwealth of Pennsylvania Purchase Order Number
Form Type 
Carton Sequence Number
Check Form Inventory Control Number Range 

Literal information in the above list is indicated by quotation marks; this information shall appear as shown, except that the quotation marks themselves are not to be included.  All other information will be apparent to the Contractor, or it will be specified on the purchase order.  Carton Sequence Number shall appear in a large, bold typeface to set it off from the other information included.

5. Pallet Identification

a. Pallet Sequence Number – A Pallet Sequence Number, unique to the type of check form, shall be assigned to each pallet, to be printed on each pallet label, for unique identification of each pallet.  This shall be a sequential number, starting with “1” and continuing in unbroken sequence for each pallet or partial pallet produced, whether sample, test, or production.  Pallet Sequence Numbers shall reflect the sequence of Carton Sequence Numbers of cartons contained thereupon.

b. Pallet Labeling – Each pallet of check forms shall be labeled, using a large, clearly printed label placed on the outside of the shrink-wrap on the side and toward the top of the stack of forms contained thereupon.  Labels shall show at least the following information:

“PA State Treasury Department”
Contractor Name and Address
Contractor Plant Location
Commonwealth of Pennsylvania Purchase Order Number
Form Type
Pallet Sequence Number
Carton Sequence Number Range

Literal information in the above list is indicated by quotation marks; this information shall appear as shown, except that the quotation marks themselves are not to be included.  All other information will be apparent to the Contractor, or it will be specified on the purchase order.  Pallet Sequence Number shall appear in a large, bold typeface to set it off from the other information included.

6. Shipment Identification – All shipments of check forms must be accompanied by a Packing List clearly identifying the contents of the shipment.  The Packing List must identify the total number of cartons and Carton Sequence Numbers.  It must
also identifies the contents of each carton by Inventory Control Number (INC) sequence.

The Packing List shall be placed on the top of a pallet where it can be easily reached and removed without having to remove any of the pallet wrapping or it may be hand delivered by the driver making the delivery.  

7. Order Identification- A Carton List for each type of check form shall be created for the entire order of check forms clearly identifying each carton number and its contents by Inventory Control Number (ICN) sequence.  This Carton List shall be delivered along with the first shipment of checks from each order.

8. Delivery

a. Serpentine Drive and Loading Dock – The Contractor is cautioned that the loading dock at the Finance Building has a ramp with a vertical clearance of twelve feet, two inches, and is reached by a narrow, walled serpentine drive.  The height of the loading dock is thirty-eight inches (38”).  Check forms shall under no circumstances be unloaded at the street; the Commonwealth will accept no delivery unless made directly to the Finance Building loading dock.  The Contractor shall assume full responsibility for ensuring that the truck used for delivery to the finance Building can maneuver safely and successfully to the loading dock.

b. Responsibility for Unloading – the Contractor’s shipping agent shall assume full responsibility for unloading pallets with check forms form the truck onto the Finance Building’s loading platform.  Check forms shall be in good condition, ready for inside delivery by department personnel, as a condition of the Department’s acceptance of the shipment.  Either the shipping agent’s refusal to unload check forms the loading platform, or the shipping agent’s failure to unload check forms in good condition, may result in the Commonwealth’s rejection of the entire shipment.  Should either condition occur, the Contractor shall respond within one business day of the Commonwealth’s notification with a proposed remedy, such remedy to be responsive to the dependence of the Department’s vital operations on a reliable supply of check forms for check production.  The Commonwealth reserves the right to accept or reject the Contractor’s proposed course of action but will not withhold its approval unreasonable.

c. Notification of Shipment –The Contractor shall notify the Treasury Department, Information Technology, of the intended shipment dates of all proofs and samples as soon as these are established.  The Contractor shall notify the Treasury Department, Bureau of Support Services of the intended shipment dates for all quantity check forms shipments, as well as the method of shipment, as soon as they are established.  Any refinement of or changes in shipment dates shall likewise be communicated promptly to the Treasury Department.  In addition, the contractor shall e-mail a copy of the packing list to Treasury’s Bureau of Support Services prior to delivery.

d. Testing - All check forms samples and quantity shipments shall be subjected to a standard testing procedure by qualified personnel employed or contracted by the Treasury Department, to include the following elements.  Tests requiring run through MICR Laser Printers shall be performed with printers performing to the Department’s Normal standard for check production, as certified by a qualified maintenance technician and by a reference run of at least 750 sheets.  Table columns below are as follows:

Property/Condition:  	Attribute or condition of forms to be subjected to testing.

Test:	Test to which attribute or condition will be subjected.	

Standard:	Standard to be applied in determining conformance or nonconformance.


