Job No. 04/0109

Date Due:  April 19, 2004
DUE NO LATER THAN 2:00 P.M. C.S.T.

Proposals received later than the date and time above will not be considered.

HARRIS COUNTY

REQUEST FOR PROPOSAL 

Cover Sheet



	PRIVATE 
PROPOSAL FOR:  Request For Proposal for Term Contract to Supply Library Books in Various Bindings and Associated Services for Harris County Public Library (For one year beginning approximately July 1, 2004)



OFFERORS NOTE!!
Carefully read all instructions, requirements and specifications.  Fill out all forms properly and completely.  Submit your proposal with all appropriate supplements and/or samples.  


Please return proposal in an appropriately sized envelope or box.  PACKAGE MUST SHOW THE JOB NUMBER, DESCRIPTION AND BE MARKED "SEALED PROPOSAL".


RETURN PROPOSAL TO:


HARRIS COUNTY PURCHASING AGENT

1001 PRESTON AVENUE, SUITE 670


HOUSTON, TEXAS 77002
For additional information, contact William Perry at (713) 755-6790

You must sign below in INK; failure to sign WILL disqualify the offer.  All prices must be typewritten or written in ink.  

Total Amount of Proposal  $____________________________

Company Name:
________________________________________________________________

Company Address:
________________________________________________________________

City, State, Zip Code:  ________________________________________________________________

Taxpayer Identification Number (T.I.N.): _________________________________________________

Telephone No. __________________FAX No. _____________________e-mail__________________

Print Name:  ________________________________________________________________________

Signature: __________________________________________________________________________


Date:______________________

WCP/vcj

Revised  07/03
TABLE OF CONTENTS
Items checked below represent components which comprise this bid/proposal package.  If the item IS NOT checked, it is NOT APPLICABLE to this bid/proposal.  Offerors are asked to review the package to be sure that all applicable parts are included.  If any portion of the package is missing, notify the Purchasing Department immediately.

It is the Offeror's responsibility to be thoroughly familiar with all Requirements and Specifications.  Be sure you understand the following before you return your bid packet.

__X__
1.
Cover Sheet


Your company name, address, the total amount of the bid/proposal, and your signature (IN INK) should appear on this page.

__X__
2.
Table of Contents


This page is the Table of Contents.

__X__
3.
General Requirements

 
You should be familiar with all of the General Requirements.

__X__
4.
Special Requirements/Instructions
 

This section provides information you must know in order to make an offer properly.

__X__
5.
Specifications


This section contains the detailed description of the product/service sought by the County.

__X__
6.
Pricing/Delivery Information


This form is used to solicit exact pricing of goods/services and delivery costs.  

__X__
7.
Attachments



__X__
a.
Residence Certification




Be sure to complete this form and return with packet.



_____
b.
Bid Guaranty & Performance Bond Information & Requirements




This form applies only to certain bids/proposals.  All public work contracts over $25,000 require a Payment Bond and over $100,000 must also have a Performance Bond, in a form approved by the County.  Please read carefully and fill out completely.



_____
c.
Bid Check Return Authorization Form




This form applies only to certain bids/proposals.  Please read carefully and fill out completely.



_____
d.
Vehicle Delivery Instructions




Included only when purchasing vehicles.



_____
e.
Minimum Insurance Requirements




(Included in specific requirements when applicable (does not supersede “Hold Harmless” section of General Requirements).



_____
f.
Worker’s Compensation Insurance Coverage Rule 110.110




This requirement is applicable for a building or construction contract.



_____
g.
Financial Statement




When this information is required, you must use this form.



__X__
h.
Reference Sheet




When this information is required, you must use this sheet.



__X__
i.
Questionnaire


__X__
j.
Current Practices 
Revised 05/03

GENERAL REQUIREMENTS FOR PROPOSALS
READ THIS ENTIRE DOCUMENT CAREFULLY.  FOLLOW ALL INSTRUCTIONS.  YOU ARE RESPONSIBLE FOR FULFILLING ALL REQUIREMENTS AND SPECIFICATIONS.  BE SURE YOU UNDERSTAND THEM.

General Requirements apply to all advertised requests for proposals; however, these may be superseded, whole or in part, by the SPECIAL REQUIREMENTS/INSTRUCTIONS OTHER DATA CONTAINED HEREIN.  Review the Table of Contents.  Be sure your proposal package is complete. 

ADDENDA

When specifications are revised, the Harris County Purchasing Agent will issue an addendum addressing the nature of the change.  Offerors must sign it and include it in the returned proposal package.
ASSIGNMENT

The successful offeror may not assign, sell or otherwise transfer this contract without written permission of Harris County Commissioners Court.

AWARD

Harris County reserves the right to award this contract on the basis of LOWEST AND BEST OFFER in accordance with the laws of the State of Texas, to waive any formality or irregularity, to make awards to more than one offeror, to reject any or all proposals.  In the event the lowest dollar offeror meeting specifications is not awarded a contract, the offeror may appear before the Commissioners Court, Hospital District Board of Managers, Community Supervision & Corrections Department Board, the Juvenile Board or other applicable governing body and present evidence concerning his responsibility after officially notifying the Office of the Purchasing Agent of his intent to appear.

BONDS

If this proposal requires submission of proposal guarantee and performance bond, there will be a separate page explaining those requirements.  Offers submitted without the required proposal bond or Cashier's Check are not acceptable.

CONTRACT OBLIGATION

Harris County Commissioners Court must award the contract and the County Judge or other person authorized by the Harris County Commissioners Court must sign the contract before it becomes binding on Harris County or the offeror.  Department heads are NOT authorized to sign agreements for Harris County.  Binding agreements shall remain in effect until all products and/or services covered by this purchase have been satisfactorily delivered and accepted.

CONTRACT RENEWALS

Renewals may be made ONLY by written agreement between Harris County and the offeror.  Any price escalations are limited to those stated by the offeror in the original proposal.

DISQUALIFICATION OF OFFEROR

Upon signing this proposal document, an offeror offering to sell supplies, materials, services, or equipment to Harris County certifies that the offeror has not violated the antitrust laws of this state codified in §15.01, et seq., Business & Commerce Code, or the federal antitrust laws, and has not communicated directly or indirectly the offer made to any competitor or any other person engaged in such line of business.  Any or all proposals may be rejected if the County believes that collusion exists among the offerors.  Proposals in which the prices are obviously unbalanced may be rejected.  If multiple proposals are submitted by an offeror and after the proposals are opened, one of the proposals is withdrawn, the result will be that all of the proposals submitted by that offeror will be withdrawn; however, nothing herein prohibits a vendor from submitting multiple offers for different products or services.
E-mail Addresses Consent

Vendor affirmatively consents to the disclosure of its e-mail addresses that are provided to Harris County, the Harris County Flood Control District, the Harris County Hospital District including its HMO, the Harris County Appraisal District, or any agency of Harris County.  This consent is intended to comply with the requirements of the Texas Public Information Act, Tex. Gov’t Code Ann. §522.137, as amended, and shall survive termination of this agreement.  This consent shall apply to e-mail addresses provided by Vendor, its employees, officers, and agents acting on Vendor’s behalf and shall apply to any e-mail address provided in any form for any reason whether related to this bid/proposal or otherwise. 

EVALUATION
Evaluation shall be used as a determinant as to which proposed items or services are the most efficient and/or most economical for the County.  It shall be based on all factors which have a bearing on price and performance of the items in the user environment.  All proposals are subject to negotiations by the Purchasing Agent and other appropriate departments, with recommendation to the appropriate governing body.  Compliance with all requirements, delivery and needs of the using department are considerations in evaluating proposals.  Pricing is NOT the only criteria for making a recommendation.  A preliminary evaluation by Harris County will be held and appropriate proposals will be subjected to the negotiating process.  Upon completion of the negotiations, Harris County will make an award.  All proposals that have been submitted shall be available and open for public inspection after the contract is awarded except for trade secrets or confidential information contained in the proposals and identified as such.
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FISCAL FUNDING

A multi-year lease or lease/purchase arrangement (if requested by the specifications), or any contract continuing as a result of an extension option, must include fiscal funding out.  If, for any reason, funds are not appropriated to continue the lease or contract, said lease or contract shall become null and void on the last day of the current appropriation of funds.  After expiration of the lease, leased equipment shall be removed by the contractor from the using department without penalty of any kind or form to Harris County.  All charges and physical activity related to delivery, installation, removal and redelivery shall be the responsibility of the offeror.
FLOPPY DISK

If offeror obtained the specifications on a floppy disk in order to prepare a response, the proposal must be submitted in hard copy according to the instructions contained in this Request for Proposal package.  If, in its response, offeror makes any changes whatsoever to the County's published specifications, the County's specifications as published shall control.  Furthermore, if an alteration of any kind to the County's published specifications is only discovered after the contract is executed and is or is not being performed, the contract is subject to immediate cancellation.

GOVERNING FORMS

In the event of any conflict between the terms and provisions of these requirements and the specifications, the specifications shall govern.  In the event of any conflict of interpretation of any part of this overall document, Harris County's interpretation shall govern.

GOVERNING LAW

This request for proposals is governed by the competitive bidding requirements of the County Purchasing Act, Texas Local Government Code, §262.021 et seq., as amended.  Offerors shall comply with all applicable federal, state and local laws and regulations.  Offeror is further advised that these requirements shall be fully governed by the laws of the State of Texas and that Harris County may request and rely on advice, decisions and opinions of the Attorney General of Texas and the County Attorney concerning any portion of these requirements.

GRANT FUNDING

Any contract entered into by the County that is to be paid from grant funds shall be limited to payment from the grant funding and the vendor/provider understands that the County has not set aside any County funds for the payment of obligations under a grant contract.  If grant funding should become unavailable at any time for the continuation of services paid for by the grant, and further funding cannot be obtained for the contract, then the sole recourse of the provider shall be to terminate any further services under the contract and the contract shall be null and void.

HIPAA COMPLIANCE

Offeror agrees to comply with the Standards for Privacy of Individually Identifiable Health Information of the Health Insurance Portability and Accountability Act of 1996, PL 104-191, 45 CFR Parts 160-164, as amended, and the Texas Medical Records Privacy Act, Texas Health and Safety Code Chapter 181, as amended, collectively referred to as "HIPAA", to the extent that the Offeror uses, discloses or has access to protected health information as defined by HIPAA.  Offeror may be required to enter a Business Associate Agreement pursuant to HIPAA.

HOLD HARMLESS AGREEMENT

Contractor, the successful offeror, shall indemnify and hold Harris County harmless from all claims for personal injury, death and/or property damage resulting directly or indirectly from contractor's performance.  Contractor shall procure and maintain, with respect to the subject matter of this proposal, appropriate insurance coverage including, as a minimum, public liability and property damage with adequate limits to cover contractor's liability as may arise directly or indirectly from work performed under terms of this proposal. Certification of such coverage must be provided to the County upon request.

INSPECTIONS & TESTING
Harris County reserves the right to inspect any item(s) or service location for compliance with specifications and requirements and needs of the using department.  If an offeror cannot furnish a sample of a bid item, where applicable, for review, or fails to satisfactorily show an ability to perform, the County can reject the bid as inadequate.

INVOICES AND PAYMENTS

Offerors shall submit an original invoice on each purchase order or purchase release after each delivery, indicating the purchase order number.  Invoices must be itemized.  Any invoice which cannot be verified by the contract price and/or is otherwise incorrect, will be returned to the offeror for correction.  Under term contracts, when multiple deliveries and/or services are required, the offeror may invoice following each delivery and the County will pay on invoice.  Contracts providing for a monthly charge will be billed and paid on a monthly basis only. Prior to any and all payments made for goods and/or services provided under this contract, the offeror should provide his Taxpayer Identification Number or social security number as applicable. This information must be on file with the Harris County Auditor’s office. Failure to provide this information may result in a delay in payment and/or back-up withholding as required by the Internal Revenue Service.

MAINTENANCE

Maintenance required for equipment proposed should be available in Harris County by a manufacturer-authorized maintenance facility.  Costs for this service shall be shown on the Pricing/Delivery Information.  If Harris County opts to include maintenance, it shall be so stated in the purchase order and said cost will be included.  Service will commence only upon expiration of applicable warranties and should be priced accordingly.
MATERIAL SAFETY DATA SHEETS

Under the "Hazardous Communication Act", commonly known as the "Texas Right To Know Act", an offeror must provide to the County with each delivery, material safety data sheets which are applicable to hazardous substances defined in the Act.  Failure of the offeror to furnish this documentation will be cause to reject any bid applying thereto.
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New Millenium compliance
All products and/or services furnished as part of this contract must be compliant for the present year and forward.  This applies to all computers including hardware and software as well as all other commodities with date sensitive embedded chips.

Potential Conflicts of Interest

An outside consultant or contractor is prohibited from submitting a proposal for services on a Harris County project of which the consultant or contractor was a designer or other previous contributor, or was an affiliate, subsidiary, joint venturer or was in any other manner associated by ownership to any party that was a designer or other previous contributor. If such a consultant or contractor submits a prohibited proposal, that  proposal shall be disqualified on the basis of conflict of interest, no matter when the conflict is discovered by Harris County.

PRICING

Prices for all goods and/or services shall be negotiated to a firm amount for the duration of this contract or as agreed to in terms of time frame.  All prices must be written in ink or typewritten. Where unit pricing and extended pricing differ, unit pricing prevails.

PROPOSAL COMPLETION

Fill out and return to Purchasing, ONE (1) complete proposal form in an appropriately sized envelope or box.  PACKAGE MUST SHOW THE JOB NUMBER, DESCRIPTION AND BE MARKED “SEALED PROPOSAL.”  An authorized company representative should sign the Proposal Cover Sheet.  Completion of these forms is intended to verify that the offeror has submitted the proposal, is familiar with its contents and has submitted the material in accordance with all requirements.  

PROPOSAL RETURNS

Offerors must return all completed proposals to the office of the Harris County Purchasing Agent reception desk at 1001 Preston Avenue, Suite 670, Houston, Texas before 2:00 P.M. C.S.T. on the date specified.  Late proposals will not be accepted.

PURCHASE ORDER AND DELIVERY

The successful offeror shall not deliver products or provide services without a Harris County Purchase Order, signed by an authorized agent of the Harris County Purchasing Agent.  The fastest, most reasonable delivery time shall be indicated by the offeror in the proper place on the proposal document.  Any special information concerning delivery should also be included, on a separate sheet, if necessary.  All items shall be shipped F.O.B. INSIDE DELIVERY unless otherwise stated in the specifications.  This shall be understood to include bringing merchandise to the appropriate room or place designated by the using department.  Every tender or delivery of goods must fully comply with all provisions of these requirements and the specifications including time, delivery and quality.  Nonconformance shall constitute a breach which must be rectified prior to expiration of the time for performance.  Failure to rectify within the performance period will be considered cause to reject future deliveries and cancellation of the contract by Harris County without prejudice to other remedies provided by law.  Where delivery times are critical, Harris County reserves the right to award accordingly.

RECYCLED MATERIALS

Harris County encourages the use of products made of recycled materials and shall give preference in purchasing to products made of recycled materials if the products meet applicable specifications as to quantity and quality.  Harris County will be the sole judge in determining product preference application.

SCANNED OR RE-TYPED RESPONSE  

If in its response, offeror either electronically scans, re-types, or in some way reproduces the County's published proposal package, then in the event of any conflict between the terms and provisions of the County's published proposal package, or any portion thereof, and the terms and provisions of the response made by offeror, the County's proposal package as published shall control.  Furthermore, if an alteration of any kind to the County's published proposal package is only discovered after the contract is executed and is or is not being performed, the contract is subject to immediate cancellation.

SEVERABILITY

If any section, subsection, paragraph, sentence, clause, phrase or word of these requirements or the specifications shall be held invalid, such holding shall not affect the remaining portions of these requirements and the specifications and it is hereby declared that such remaining portions would have been included in these requirements and the specifications as though the invalid portion had been omitted.

SILENCE OF SPECIFICATIONS

The apparent silence of specifications as to any detail, or the apparent omission from it of a detailed description concerning any point, shall be regarded as meaning that only the best commercial practice is to prevail and that only material and workmanship of the finest quality are to be used.  All interpretations of specifications shall be made on the basis of this statement.  The items furnished under this contract shall be new, unused of the latest product in production to commercial trade and shall be of the highest quality as to materials used and workmanship.  Manufacturer furnishing these items shall be experienced in design and construction of such items and shall be an established supplier of the item proposed.

SUPPLEMENTAL MATERIALS

Offerors are responsible for including all pertinent product data in the returned proposal package.  Literature, brochures, data sheets, specification information, completed forms requested as part of the proposal package and any other facts which may affect the evaluation and subsequent contract award should be included.  Materials such as legal documents and contractual agreements, which the offeror wishes to include as a condition of the proposal, must also be in the returned proposal package.  Failure to include all necessary and proper supplemental materials may be cause to reject the entire proposal.
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TAXES

Harris County is exempt from all federal excise, state and local taxes unless otherwise stated in this document.  Harris County claims exemption from all sales and/or use taxes under Texas Tax Code §151.309, as amended.  Texas Limited Sales Tax Exemption Certificates will be furnished upon written request to the Harris County Purchasing Agent.

TERM CONTRACTS

If the contract is intended to cover a specific time period, the term will be given in the specifications under SCOPE.

TERMINATION
Harris County reserves the right to terminate the contract for default if Seller breaches any of the terms therein, including warranties of offeror or if the offeror becomes insolvent or commits acts of bankruptcy.  Such right of termination is in addition to and not in lieu of any other remedies which Harris County may have in law or equity.  Default may be construed as, but not limited to, failure to deliver the proper goods and/or services within the proper amount of time, and/or to properly perform any and all services required to Harris County's satisfaction and/or to meet all other obligations and requirements.  Harris County may terminate the contract without cause upon thirty (30) days written notice.

TESTING

Harris County reserves the right to test equipment, supplies, material and goods proposed for quality, compliance with specifications and ability to meet the needs of the user.  Demonstration units must be available for review.  Should the goods or services fail to meet requirements and/or be unavailable for evaluation, the offer is subject to rejection.

TITLE TRANSFER

Title and Risk of Loss of goods shall not pass to Harris County until Harris County actually receives and takes possession of the goods at the point or points of delivery.  Receiving times may vary with the using department.  Generally, deliveries may be made between 8:30 a.m. and 4:00 p.m., Monday through Friday.  Offerors are advised to consult the using department for instructions.  The place of delivery shall be shown under the "Special Requirements/Instructions" section of this proposal and/or on the Purchase Order as a "Deliver To:" address. 

WAIVER OF SUBROGATION

Offeror and offeror's insurance carrier waive any and all rights whatsoever with regard to subrogation against Harris County as an indirect party to any suit arising out of personal or property damages resulting from offeror's performance under this agreement.

WARRANTIES

Offerors shall furnish all data pertinent to warranties or guarantees which may apply to items in the proposal.  Offerors may not limit or exclude any implied warranties.  Offeror warrants that product sold to the County shall conform to the standards established by the U.S. Department of Labor under the Occupational Safety and Health Act of 1970.  In the event product does not conform to OSHA Standards, where applicable, Harris County may return the product for correction or replacement at the offeror's expense.  If offeror fails to make the appropriate correction within a reasonable time, Harris County may correct at the offeror's expense.
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SPECIAL REQUIREMENTS/INSTRUCTIONS

The following requirements and instructions supersede General Requirements where applicable.

Should this contract apply to other governmental entities, references to “Harris County” and the “Harris County Commissioners Court” may apply to one or more of the following:


--“Harris County Flood Control District” governed by “Harris County Commissioners Court”


--“Harris County Hospital District” governed by its “Board of Managers”


--“Harris County Community Supervision and Corrections Department” governed by its 



Standing Committee for Probation Matters”


--“Greater Harris County 9-1-1 Emergency Network” governed by its “Board of Managers”

A. INSTRUCTIONS
1. Nature of Request For Proposal (RFP)

This is an Alternative Competitive Proposal and as such is governed by the procedures as contained in the Texas Local Government Code §262.030.  Therefore, award of contract(s) shall be made to the responsible offeror(s) whose proposal are determined to be the lowest evaluated offer(s) resulting from negotiation, taking into consideration the relative importance of the evaluation factors as set forth below.  Discussions may be conducted with responsible offeror(s) who submit proposal(s) reasonably susceptible of being selected for award.  Offerors will be accorded fair and equal treatment with respect to any opportunity for discussion and revision of proposals, and revisions may be permitted after submission and before award for the purpose of obtaining best and final offers. Harris County does not accept any financial responsibility incurred by any proposer in responding to this RFP.  In addition, Harris County reserves the right to accept or reject any or all proposals, or waive any and all formalities not considered advantageous to Harris County.  

Under the RFP process, sealed offers will be received and opened in the Office of the Purchasing Agent.  At and after opening, proposals will NOT be part of the public record and subject to disclosure, but will be kept confidential until time of award.  When such award is completed, proposals will be available for public inspection including those portions marked confidential and/or proprietary.

2.  Evaluation/Selection
The following considerations will be utilized accordingly in evaluating the proposals:


For Class I, Books, Cataloging and Technical Processing


a.
Scope of Service (Questions 6, 12-17, and 23 of questionnaire and Section V)……………...…
15%


b.  Vendor Information Protocol Support (Question 18 of questionnaire) ……………..
 
 5%


c.
Cataloging and Physical Processing (questions 19-22 of questionnaire and Section V)…...
25%


d.
Selection Services (question 1-5, and 7-12, of questionnaire and Section V)…………….……
25%


e.  References (Attachment h, References)……………………………….………….……
  
   5%


f.
Price (Pricing/Delivery Information sheet)……………………………………………….

25%

For Class II, Uncataloged Board Books and Paperbacks


a.
Scope of Service (Section V)………………………………..…………………..…
20%

b.
Selection Aids (questions 24, 25 of questionnaire and Section V) …………………..………
10%

c.
Standing Order Plans (question 25-27 of questionnaire and Section V)………………..…

10%

d.
Availability of Titles and Publishers (questions 24, 25 and 28 of questionnaire) …….…
10%


e.
Custom Processing (question 33, of questionnaire and Section V)……….………….……

10%


f.
Electronic Ordering/Invoicing (questions 29-31, and 44 of questionnaire and Section V)….
  
  5%


g.
Credit/Return Policy (question 34 of questionnaire and Section V) …………………..…
  
  5%

h.
Inventories (question 32 of questionnaire)…………………….………………………
  
  5%


i.  References (Attachment h, References)……………………………….…………….…
 
  5%

j.
Price (Pricing/Delivery Information sheet)…………………………………….……..….

20%

For Class III, Continuations 


a.
Scope of Service (questions 37, 38 and 40 of questionnaire and Section V)………………..…

20%

b.
Availability of Titles and Publishers (questions 35, 36, of questionnaire) ………..…...
10%

c.
Electronic Ordering/Invoicing (questions 40, 42-44 of questionnaire and Section V)……...
10%


d.
Reporting Abilities (question 39 of questionnaire) ………………….…….………..…

10%

e.
Credit/Return Policy (question 45 of questionnaire and Section V) ……………….…..…

10%

f.
Inventories (question 41 of questionnaire)……………………………….……….……
  
   5%

h.
References (Attachment h, References)……………………………….………………
 
   5%

i.
Price (Pricing/Delivery Information sheet)…………………………………….……..….

25%
Attachment i, Questionnaire, requests certain information about the offeror and will be used in the evaluation process.  Answers should be as thorough and definitive as possible and include all pertinent data.  Offeror may include in Section VI of the submitted proposal any literature, brochures, and other information as considered appropriate.  Please see  Part B. of this RFP section, Proposal Requirements, for further explanation.

In addition to any rights or remedies detailed in the General Requirements of this RFP, authorized representatives of Harris County may contact any proposer, company, or individual at any time during the proposal process in order to clarify, verify, or request information, or to negotiate regarding the contents of any proposal. Harris County also reserves the right to visit any offeror’s site at any time during the proposal process for the purposes of evaluating components of the proposal.

3. Changes to Contract
Due to the nature and scope of the work required, it may be necessary to increase, decrease, or otherwise modify the scope of the effort or terms of the agreement.  Therefore, Harris County may, from time to time, request revisions in order to adjust to its needs.  Modifications require approval by Harris County Commissioners Court.

4. Termination of Agreement
In addition to any rights and remedies detailed in the General Requirements of this RFP, Harris County reserves the right to terminate any agreement based upon failure to comply with usual and customary practices of the industry, breach of any laws, rules or regulations, or failure to significantly comply or meet the performance expectations as established in a subsequent contract, if any, between Harris County and an offeror.

B.  PROPOSAL REQUIREMENTS
Carefully review the components of this RFP as listed in the Table of Contents.  Include with your proposal all required forms, completed and signed as necessary.  Submit your proposal in the envelope provided, or one of comparable size, clearly indicating the Job Number, Job Description, and the wording, "SEALED PROPOSAL", on the outside of the envelope.  

Each proposal should be submitted in duplicate and include the signed Proposal Sheet and the items and information required in Sections I. through VII. as detailed below.  Clearly identify and address each requirement as specifically as possible, in ink or typewritten.  Use additional pages, if necessary, maintaining proper identification of items.  Proposals shall be firm and effective for ninety (90) days after date of submission.  Withdrawal of offer after receipt by Harris County may be considered a breach of contract.

Section I., Proposal Sheet & Executive Summary
The offeror should complete and include as the first page of Section I. of the submitted proposal the first page of this RFP, the Proposal Sheet.  The authorizing signature indicates the proposer's desire to provide the products/services as submitted in the applicable proposal.
In addition, the proposer should include in Section I. with the Proposal Sheet an Executive Summary of the proposal, asserting that, and briefly describing how, all requirements of this RFP will be met. Summarize, fully and concisely, the contents of the proposal, identifying any services proposed beyond those specifically requested.  Not to exceed three (3) pages, the Executive Summary should, at a minimum, briefly explain the proposer’s diversity and ability  to meet  the future needs as identified in this RFP.

Section II., Questionnaire
Each offeror should complete Attachment i., Questionnaire, to this RFP and include it in Section II. of the submitted proposal.  The information will be used in the evaluation process, therefore, responses should be as thorough and definitive as possible.

Section III., References
Each proposer will complete the Attachment h., Reference Sheet, to this RFP and include it in Section III. of the submitted proposal.  References from large government entities are recommended.

Section IV., Residence Certification

Each proposer will complete the Attachment a., Residence Certification, to this RFP and include it in Section IV. of the submitted proposal.

Section V., Scope of Service and Pricing/Delivery Information

Each proposer should include in Section V. of their offer a detailed explanation of their intention and ability to satisfy any future needs as described in this RFP.  Fully explain your organization’s experience and diversity of resources which qualify it for consideration.   In addition, complete and include in Section V. the Pricing/Delivery Sheet(s) as indicated in this RFP.

Section VI., Special Requirements
The proposer should include in Section VI. of the submitted proposal any appropriate company brochures, product guides, etc. 

Section VII., Contact Information

Each proposer should include in Section VII. of the submitted proposal the identity(ies) and telephone number(s) of a representative(s) that can be reached for the purpose of clarifying, verifying, and/or negotiating the contents of the submitted proposal.

SPECIFICATIONS

	Request For Proposal for Term Contract to Supply Library Books in Various Bindings and Associated Services for Harris County (Public Library)


SCOPE

The intention of this Harris County Request For Proposal (RFP) is to solicit offers for a term contract for books in various bindings and services associated with the procurement of books.  The annual contract is expected to begin approximately July 1, 2004.

For information regarding the procurement process, contact William Perry of the Office of the Purchasing Agent at (713) 755-4961, or, for technical information concerning the products and/or services described in this RFP, contact Bill Jarvis of the County Library at  (713) 749-9000.  

DESCRIPTION

Contractor will furnish and deliver, FOB inside, books in a variety of bindings in three classes.  Offeror may submit proposals for any or all classes.  Each class will be awarded based on the criteria established in this Request for Proposal under Special Requirements/Instructions, A. 2., Evaluation/Selection.  

Classes of products are:

Class I.    
Books, Cataloging and Technical Processing

Class II.  
Uncataloged Board Books and Paperbacks

Class III.
Continuations

Class I.  Books, Cataloging and Technical Processing
In Class I, contractor will furnish and deliver trade books, quality paperbacks, mass market paper backs, library bindings, short discount and net (no discount) cataloged books.  Contractor will make available to Harris County the following for use in selecting books for purchase:

1. Paper catalogs of available books (at no direct cost to Harris County)

2. A fully developed selection list/collection development support services in both online and paper format, which are fully customizable to Harris County’s needs.  The services must provide a good range of reporting tools which can be used to extract information by such criteria as branch allocation, amount selected per branch and across an entire list.  Contractor must be able to compare, edit, merge and manipulate lists in a variety ways.

3. Besides the regular monthly selection lists specified, Harris County’s selection staff may build their own lists using the contractor’s online process. (at no direct cost to Harris County)

Each offeror must include in Section V. of the proposal, samples of the aforementioned catalogs and selection lists describing the relationship between the products listed and the offeror’s warehouse inventory.  Access to the offeror’s online selection list feature must be provided on a “guest” basis for evaluation purposes when Harris County is reviewing and evaluating responses.  Offerors must also include in Section V. information regarding their ability to provide the contents of any individual catalog as a file of Machine Readable Catalog (MARC) records that could be loaded as a selection list in the Horizon Acquisitions System and/or matched against records in the national Online Computer Library Center (OCLC) bibliographic database, as well as information about providing MARC records for titles ordered.

Contractor will supply a wide variety of books in various bindings.  These books may be ordered with different cataloging and processing requirements.  The appropriate processing requirement for each order will be indicated at the time of ordering.  The possible combination of processing requirements include fully cataloged (with item records and fully processed), processed only, and uncataloged/unprocessed (not mass market paperbacks).

The contractor will provide fully customized cataloging and classification services working live  and online in Harris County’s Horizon system.  Contractor’s workstations must have static IP addresses to work online in Harris County’s Horizon system.  Access to Harris County’s OCLC account will be provided to allow the contractor to search for MARC records in the OCLC database as needed.  Originally created full MARC records are required for titles not found in the OCLC database.  Item records for each book must be attached to the appropriate MARC record in Harris County’s Horizon system.  At Harris County’s option, MARC records and attached item information must be producible in batch mode for import into Harris County’s Horizon system.  

The contractor will develop a comprehensive package of physical processing services to provide an expeditious creation of book collections for new branch libraries and for existing branch libraries.  Copies of the profiles that Harris County would complete or of any documentation explaining the customization options must be provided in Section V. of the proposal. These packages of services must include the following elements: 

1. Fully customizable selection list profiles with local community needs taken into consideration.

2. When the opening day collection is for an existing branch that is being expanded, selection must be done in relation to the existing collection for that branch.  Access to Library holdings will be achieved either by online access to Harris County’s system provided to contractor’s staff or by providing an extract from Harris County’s holdings with weekly updates of new additions for the branch which will be sent to the contractor to load onto its own system.

3. Contractor must accept orders in paper format with entry of the orders into the contractor’s ordering system being done by contractor staff.

4. Cataloging, item creation and processing must be performed according to Harris County’s established profiles for regular non-opening day materials.

5. Contractor must be prepared to provide cataloging and item creation in a live/online environment or in batch as may be most desirable for Harris County.

6. Contractor will do general sorting and boxing of books with boxes being labeled in such a way that contents can be easily determined (e. g. that the box contains adult books in the Dewey 300s or Picture books for authors whose last names begin with letters A through E).

7. Contractor will store boxes of materials in its own safe, secure, climate controlled storage facilities until such time as Harris County is ready to take delivery of the collection.  The boxes must be stored in such a way that they can be accessed for quarterly site visits by Harris County.  All stored books must be fully insured against loss or damage at no extra cost to Harris County.  Contractor will be required to provide proof of sufficient insurance.
8. On a quarterly basis the library will send two staff members on site visits to the contractor’s storage facility to perform audits of boxed books compared to invoices which have been received from the contractor and paid by Harris County.  All expenses for these trips (air fare, accommodation, meals, ground travel, etc.) will be paid by the contractor as inclusive in the per volume opening day services charge.  The major expenses such as air fare, accommodation and rental vehicle if required will be arranged for and directly billed to the contractor by the company providing the service (e.g. hotel booked by the contractor and billed directly to the contractor by the hotel).  Neither the Library nor the Library staff making the audit visits should have to pay these more costly portions of the audit trip costs and claim them later from the contractor.  Out-of-pocket incidental expenses such as meals, taxis, etc. will be claimed from the contractor by Library staff through an agreed upon procedure.

9. Contractor will ship the entire stored collection in a single shipment directly to the branch for delivery on a date established by Harris County.  The shipment must be appropriately insured by the contractor until Harris County has taken delivery of the shipment.

Class II.   Uncataloged Board Books and Paperbacks

In Class II, contractor will furnish and deliver mass market paperbacks, board books, short discount and net (no discount) uncataloged books.  Unprocessed and uncataloged paperbacks and board books will be ordered on a single books only account.  Processed and uncataloged paperbacks and board books will be ordered on branch specific accounts.  The contractor must be able to provide, at no direct cost to Harris County, multiple copies of paper catalogs of new paperback titles, of retrospective titles (such as Classics) and catalogs of standing order plans provided for paperback series.  Availability of a wide range of standing order plans for paperback series is very important to Harris County as is flexibility of adding and dropping plans at any time convenient to the County.  

Some paperbacks and board books will be ordered with individual branch property stamping as a requirement.  Others will be ordered with no processing/stamping requirements.  Branch property stamping will be the more common requirement.  The contractor will provide branch specific property stamping services according to profiles established by Harris County.  Rubber stamps for each branch will be provided to the contractor.  Currently, the paperbacks for all branches are stamped according to the same guidelines.

Class III.    Continuations

In class III, contractor will furnish and deliver discounted, surcharged and publisher’s list price (no discount and no surcharge) continuations.  Harris County must be able to add and delete titles from its continuations profile and to change quantities of a title at any time convenient to Harris County.  The contractor must also have an up-to-date online database of the continuation titles it distributes that is accessible to the Library.  Access to the contractor’s online continuations database must be provided on a “guest” basis for evaluation purposes when the Library is reviewing responses.  The contractor must have a catalog available of the continuation titles to be distributed.  Samples of catalog(s) must be provided in Section V. of the proposal.

Applicable to All Classes 

Contractor(s) will accept orders in a variety of formats and transmission methods including, but not limited to, voice telephone orders, written orders and electronic orders.  Offerors will include in Section V. of the proposal a description of the electronic order options listed below that they will support, and a proposal of how Harris County would transmit electronic orders and receive electronic responses.  Acceptable electronic orders include the following transmission modes: 

1) EDIFACT orders transmitted from a Harris County Horizon Acquisitions System, for which the contractor must provide electronic acknowledgment of receipt of order, loaded into the Horizon system and displayed as an integral part of each Horizon order record, or,

2) Electronic orders transmitted and recorded using contractor-provided software and database through an Internet web-site AND which can be downloaded as MARC records as order records into the Horizon Acquisitions system, or,

3) Enriched EDIFACT orders transmitted from Harris County’s Horizon Acquisitions system with contractor provided electronic acknowledgements which can be loaded into the Horizon system and displayed as a part of each Horizon order record.

Contractor(s) will provide “first pick and cancel” handling for certain library designated orders.  This service provides immediate cancellation of unfilled orders after one “picking” from the contractor’s warehouse.  However, unless designated “first pick and cancel” partial shipments and back orders may be used for titles for which the contractor has an inadequate supply of copies on hand at the time the order is placed.

Unfilled orders may remain on backorder no longer than 120 days.  All titles canceled by the publisher must be listed on monthly cancellation notifications to Harris County, separately by ship-to account.  The notification must provide an explanation for the cancellation of each title, as well as the Harris County Public Library reference number and the Harris County purchase order number.  Offerors should indicate in Section V. of the proposal offer if orders placed pre-publication have any special effect on the cancellation period.

A packing list and a blank discrepancy/claim report form must be included with each order.  The claim form may be the reverse side of the packing list.  In addition, the carton containing the packing list, claim form, and invoice number must be clearly marked on the outside.  Each packing list must include the following: 

1. the date, 

2. the ship-to account number, 

3. the county purchase order number, 

4. a packing list control number (this same number must be found on the invoice),

5. information about each title shipped--quantity, author, title, International Standard Book Number (ISBN) or other unique title number,

6. total (corrected) quantity of items shipped, 

7. notes and comments, such as “final shipment on this order”, or comments about items listed but not shipped.

The contractor(s) will service multiple ship-to accounts.  Harris County may add, revise, or delete accounts at any time.  Each ship-to account must include a 5-line address, an account number, and related cataloging and processing instructions.

Harris County requires multiple monthly consolidated invoices which will include all books shipped each month in each category.  The categories of consolidated invoices will include but will not necessarily be limited to adult books, adult priority books, adult paperbacks, adult high demand books, juvenile books, juvenile priority books, juvenile paperbacks and juvenile high demand books.

Invoices will be paid by Harris County purchase order number.  For billing purposes, the Harris County Public Library reference number and the Harris County purchase order number must be included on all packing slips and invoices.  In addition to the original invoice sent to the Harris County Auditor, Harris County requests that two copies of each invoice be provided directly to the acquisitions librarian.  All invoices must include the billing address, shipping address, batch purchase order number, and packing list number. Invoices must also include Horizon Order number, binding code, title, quantity ordered/shipped, list price, discount, discounted unit price, and extended total for each title.  Harris County wishes to implement the use of electronic copies of invoices in the EDIFACT format.  The Horizon software accommodates the posting of such electronic invoices.  Offerors should provide in Section V. of their proposal, information on their capability involving electronic invoices.

At Harris County’s option, contractor will provide credit or replace items received as damaged.  For damaged items to be returned, the contractor must provide pre-paid call tags for the carrier of its choice.  However, should Harris County err in ordering, it must be permitted to return, freight prepaid but with no re-stocking charges, the unused, undamaged item(s) for full credit.  Offerors must include in Section V. of the proposal a full description of their policies regarding the return for full credit of unused, undamaged items.

Proposers may submit offers that suggest minor modifications to Harris County’s current practices and procedures.  However, while Harris County may be receptive to minor changes in practices and procedures, and to avoid retraining current staff, proposers are encouraged submit proposals, which conform to Harris County’s current practices wherever possible.  To give the offeror a better understanding of current practices of the Harris County Public Library, please see Attachment L., Current Practices of Harris County Public Library.

Proposers will complete the PRICING/DELIVERY INFORMATION sheet.  The multiplier is equal to 100% minus the applicable overall discount from the publishers’ list pricing, or 100% plus the applicable overall premium.  For example, if the discount from the publishers’ list pricing offered by the proposer is 25%, the multiplier would be 75% (100%-25%=75%).  If the proposer offers a premium to the publishers’ list pricing of 10%, the multiplier would be 110% (100%+10%=110%).  For invoicing purposes, this multiplier will be applied to each line item.  If the unit of measure (UM) is “$”, the “Qty” is the amount expected to be purchased at the publisher’s list price, and proposer will enter their multiplier described above.  If the unit of measure (UM) is “each” or “month”, proposer will enter their actual price to Harris County for that item. “EXT.$” is the product of “Qty” and either bidder’s “Multiplier” or “$/UM”, whichever is appropriate.  Pricing is all inclusive of materials, services, freight and special handling.  No other charges will be allowed.

PRICING/DELIVERY INFORMATION

I.
Pricing: Bidder must complete open boxes to right of double vertical lines. Quantities are estimated, Harris County may require more or less.  In case of discrepancy between unit and extended pricing, unit pricing governs.   Harris County reserves the right to award as best serves the County’s interest.
	
	
	
	
	
	Bidder:
	

	Line
	Description
	UM
	Qty.
	
	Multiplier or $/UM
	EXT.$

	
	Class I.  Books, Cataloging and Technical Processing
	
	
	
	
	

	1
	Selection List Services
	month
	12
	
	
	

	2
	Books
	
	
	
	
	

	a
	Trade books (hard cover)
	$
	$960,000
	
	
	

	b
	Quality paperbacks
	$
	$550,000
	
	
	

	c
	Mass market paperbacks
	$
	$25,000
	
	
	

	d
	Library bindings
	$
	$390,000
	
	
	

	e
	Short discount
	$
	$275,000
	
	
	

	f
	Net (no discount)
	$
	$90,000
	
	
	

	3
	Cataloged and processed with Horizon item records and 3M tattletape targets
	each
	65,000
	
	
	

	4
	Processed and with 3M tattletape targets (not cataloged and no item records)
	each
	25,000
	
	
	

	5
	Opening day collection services 
	each
	45,000
	
	
	

	
	
	
	
	
	Total Class I
	

	
	Class II.  Uncataloged Board Books and Paperbacks
	
	
	
	
	

	6
	Books
	
	
	
	
	

	a
	Mass market paperbacks
	$
	$50,000
	
	
	

	b
	Board books
	$
	$15,000
	
	
	

	c
	Short discount
	$
	$5,000
	
	
	

	d
	Net (no discount)
	$
	$5,000
	
	
	

	7
	Processing (branch stamping)
	each
	12,000
	
	
	

	
	
	
	
	
	Total Class II
	

	
	Class III.  Continuations
	
	
	
	
	

	8
	Continuations
	
	
	
	
	

	a
	Discounted
	$
	$100,000
	
	
	

	b
	With surcharge
	$
	$100,000
	
	
	

	c
	Publisher’s list price (no discount/no surcharge)
	$
	$200,000
	
	
	

	
	
	
	
	
	Total Class III
	

	
	
	
	Grand
	
	Total:
	


II.
Payment Discount: Indicate the payment discount(s) available depending on when invoices are paid.  For example, 1/30 means a 1% discount if paid within 30 days, 2/15 means a 2% discount if paid within 15 days, etc.__________________________ 

III. Renewal: Harris County may request to renew the original contract as amended from time to time, at the same terms, conditions, and pricing.  Each renewal will be in one (1) year increments, not to exceed four (4) years.

Attachment a.

Residence Certification
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RESIDENCE CERTIFICATIONPRIVATE 

Pursuant to Texas Government Code §2252.001 et seq., as amended, Harris County requests Residence Certification.  §2252.001 et seq. of the Government Code provides some restrictions on the awarding of governmental contracts; pertinent provisions of §2252.001 are stated below:


(3)
"Nonresident bidder" refers to a person who is not a resident.


(4)
"Resident bidder" refers to a person whose principal place of business is in this state, including a contractor 
whose ultimate parent company or majority owner has its principal place of business in this state.


I certify that ______________________________________ is a Resident Bidder of Texas as defined in  




[Compay Name]

Government Code §2252.001.


I certify that ______________________________________ is a Nonresident Bidder as defined in Government  



[Compay Name]

Code §2252.001 and our principal place of business is __________________________________.










[City and State]

Revised 7/97

Attachment h., References
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REFERENCES

I.  Your company
Name:________________________________________________   Contact: ___________________________________

City:_____________________________________________  State:__________________       Zip Code:______________

Telephone:_(____)_______________  Years of experience: _______  No. employees:_____

II.  References of companies 

A. Company:__________________________________________
Annual business with this reference: $____________

Contact:____________________________________________
Method of electronic order utilized:

Location:___________________________________________         

1)____________________

City:____________________________________________             

2)____________________

State:_____________________       Zip Code:___________

3)____________________

Telephone:_(____)_________________     Fax:_(____)_____________



Does this company receive and process orders with Horizon Acquisitions systems?  Yes      No

B. Company:__________________________________________
Annual business with this reference: $____________

Contact:






Method of electronic order utilized:

Location:__________________________________________       

1)____________________

City:____________________________________________             

2)____________________

State:_____________________       Zip Code:___________

3)____________________

Telephone:_(____)_________________     Fax:_(____)_____________



Does this company receive and process orders with Horizon Acquisitions systems?  Yes      No

C. Company:__________________________________________
Annual business with this reference: $____________

Contact:____________________________________________
Method of electronic order utilized:

Location:___________________________________________       

1)____________________

City:____________________________________________            

2)____________________

State:_____________________       Zip Code:___________

3)____________________

Telephone:_(____)_________________     Fax:_(____)_____________



Does this company receive and process orders with Horizon Acquisitions systems?  Yes      No

Attachment h., References
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REFERENCES (Continued)

D. Company:__________________________________________
Annual business with this reference: $____________

Contact:____________________________________________
Method of electronic order utilized:

Location:___________________________________________          
1)____________________

City:____________________________________________               
2)____________________

State:_____________________       Zip Code:___________

3)____________________

Telephone:_(____)_________________     Fax:_(____)_____________



Does this company receive and process orders with Horizon Acquisitions systems?  Yes      No

E. Company:__________________________________________
Annual business with this reference: $____________

Contact:____________________________________________
Method of electronic order utilized:

Location:___________________________________________            
1)____________________

City:____________________________________________                 
2)____________________

State:_____________________       Zip Code:___________

3)____________________

Telephone:_(____)_________________     Fax:_(____)_____________



Does this company receive and process orders with Horizon Acquisitions systems?  Yes      No

F. Company:__________________________________________
Annual business with this reference: $____________

Contact:____________________________________________
Method of electronic order utilized:

Location:___________________________________________                 
1)____________________

City:____________________________________________        

2)____________________

State:_____________________       Zip Code:___________
           
3)____________________

Telephone:_(____)_________________     Fax:_(____)_____________



Does this company receive and process orders with Horizon Acquisitions systems?  Yes      No

Attachment i., 

Questionnaire

Questionnaire

Class I.
Books, Cataloging and Technical Processing

1.
Describe selection product services, both online/electronic and paper lists, which are available.  Please include sample lists as well as documentation on setting up profiles for lists.

2.

Does the database of titles include only titles currently available from the proposer or does it also include out of print titles, titles not yet published (pre-pub), titles not available from the proposer (Must Order Direct titles), etc.?  

3.

Does the proposer supply materials in languages other than English?  If so, in what languages?  Please include samples of any catalogs for materials in languages other than English.

4.

What information about each title is included for each record?  Please provide samples of records from the database.

5.

Describe the types of paper catalogs which are available upon request.

6.

Describe the inventory maintained in the warehouse.

7.

Describe the staff providing technical support to the customer with regard to online selection services/software.

8.

Describe the staff supporting collection development and the support/service they provide.

9.

Describe the technological/online environment in which online selection services operates, response time on the system and the support provided for problems using the selection list system.

10.

What is proposer’s commitment to ongoing enhancement and development of online selection list services.

11.
Describe the training and consultation services available for selection support both on site and remote as well as the expertise and educational background of the staff providing training and consultation services.  How often are site visits scheduled?

12.
Describe all available opening day services including order receipt and storage options.

13.
Is the proposer able to receive and correctly interpret orders in the enriched EDIFACT format?  This format includes item level information for processing purposes.

14.
By what other means are orders accepted (e.g. by mail, by email, by fax, by telephone, etc.)?

15.
Describe electronic (EDIFACT) invoice capabilities.

16.
What is the proposer’s turn around time from the receipt of an order to the shipment of the books?

17. How does the proposer accommodate the prioritizing of the Library’s orders in their workflow?  Are shipments clearly labeled so that their priority level is easily discernible to Library receiving staff?  (e. g. for three priority levels required by the Library:  high demand, priority, regular)

18.
Does the proposer support Dynix’s Vendor Information Protocol (VIP) technology?

19. Describe MARC cataloging capabilities both in an online environment (i.e. working live in the Library’s automated system) and in batch.  Comment also on ability to use the 949 MARC tag in batch files to create item records during the record import process.

20.
Describe the staff performing the cataloging and classification services and their credentials.

21.
Describe the ability to meet local requirements with regard to cataloging and classification practices. 

22.
Describe customizable physical processing capabilities and options.

23.
Explain credit and return policies.

Class II.
Uncataloged Board Books and Paperbacks

24.
Describe the frequency and types of paper catalogs and any other selection aids which are available upon request for new titles, retrospective lists, seasonal lists, etc. including catalogs/lists of standing order plans.  Provide sample catalogs.

25.
Describe paperback series standing order services and catalogs/lists which are available.  Provide samples of any available catalogs/list.

26.
Describe any reports which are available for standing order plans (e. g. reports listing anticipated titles and their prices in each series)

27.
What is the process for the Library to add and drop standing order plans and to adjust quantities within a plan being received?

28.
Does the proposer supply paperbacks in languages other than English?  If so, in what languages?  Please include samples of any catalogs for paperbacks in languages other than English.

29. Is the proposer able to receive and correctly interpret orders in the enriched EDIFACT format?  This format includes item level information for processing purposes.

30.
By what other means are orders accepted (e.g. by mail, by email, by fax, by telephone, etc.)?

31.
Describe electronic (EDIFACT) invoice capabilities.

32.
Describe the inventory maintained in the warehouse.

33.
Describe ability to provide branch-specific property stamping of uncataloged materials.

34.
Explain credit and return policies.

Class III.
Continuations

35.
Describe the types of paper catalogs of continuation titles available.  Provide samples.

36. Describe the proposer’s online database of continuation titles and how it is accessible to the Library.  Proposer will provide “guest” access to the Library for up to three simultaneous users for a period of 30 days so that evaluation of the database may be performed by the Library as part of the response evaluation.

37. Describe any available standing order plans (e. g. large print series).

38. What is the process for the Library to add and drop continuation titles and to adjust quantities for titles being received?

39.
Describe any available reports that provide updated information on the status of continuation titles, expected publication dates, price, etc.

40. Describe the staff support provided for continuation services.

41.
Describe the inventory maintained in the warehouse.

42.
Is the proposer able to receive and correctly interpret orders in the enriched EDIFACT format?  This format includes item level information for processing purposes.

43.
By what other means are orders accepted (e.g. by mail, by email, by fax, by telephone, etc.)?

44.
Describe electronic (EDIFACT) invoice capabilities.

45.
Explain credit and return policies.

Attachment j.

Current Practices

CURRENT PRACTICES OF HARRIS COUNTY PUBLIC LIBRARY

Class I.
Books, cataloging and technical processing.

Selection Support Services

1. TYPES OF LISTS-ADULT On the basis of very specific profiles provided to the book vendor by the Library four adult selection lists are prepared on a monthly basis for the adult selection librarians.  The titles on these lists are primarily new and forthcoming titles, although the collection development list and special lists may be more retrospective in nature. Each title on any selection list has full bibliographic information, as well as ordering information and full-text reviews per the library’s profile.

  
These are:

-The Adult High Demand list is based on Library Journal’s Pre-Pub Alert, Booklist’s Up Front section, the New York Times Best Sellers List, as well as books for which major publicity, marketing, and promotion have been done both nationally and locally.

-The Adult Supplemental list is based on specific publishers and series. 

-The Adult Journals list is based on reviews in specific library review journals.

-The Adult Collection Development list is based upon the collection development bibliographies featured in Library Journal each month. 

specific lists The library is also able to request specific lists to be provided by the vendor at no additional charge during the year.  Example:  A selection list based upon Library Journal’s special supplement on consumer health titles.  

TYPES OF LISTS-JUVENILE On the basis of very specific profiles provided to the book vendor by the Library four juvenile selection lists are prepared on a monthly basis for the juvenile selection librarians.  The titles on these lists are primarily new and forthcoming titles, but some may be reprints of specified authors or series. Each title on any selection list has full bibliographic information, as well as ordering information and full-text reviews per the library’s profile.

  
These are:

-The Juvenile High Demand list is based on releases from specific authors, series, and publishers, as well as books for which major publicity, marketing, and promotion have been done both nationally and locally.

-The Juvenile Easy list is based on reviews in specific library review journals, releases from specific authors, series, and publishers.

-The Juvenile Fiction list is based on reviews in specific library review journals, and on specific authors, publishers, and series. 

-The Juvenile Nonfiction list is based on reviews in specific library review journals, and on specific authors, publishers, and series. 

specific lists The library is also able to request specific lists to be provided by the vendor at no additional charge during the year.  Example:  A selection list based upon School Library Journal’s “Focus On” or “NonFiction BookTalker” columns.  

2. LIST TYPES AND AVAILABILITY 
The vendor sends these lists (ADULT-High Demand, Supplemental, Journals, & Collection Development.   JUVENILE-High Demand, Easy, Fiction, Nonfiction) to the library via overnight FedEx in PAPER format (2 copies of each list on three hole-punched paper) and posts the electronic version on their (vendor’s) online collection development database by a set time each month.  Only those staff members with password-protected access are able to use the selection list portion of the vendor’s collection development database.  Both the paper and online lists contain full text reviews of each title on the list based upon the library’s profile.

3. WORKING WITH THE LISTS  
Selection:  Selection librarians review the various lists and make decisions about whether the title should be kept, deleted, or moved, and whether additional titles should be added to the electronic version.  
Assign branches:  The selection librarians also assign which branches will receive which title for their collections.  
Assistants edit and do branch orders/pre-orders: Once the selection is completed, the selection librarians pass the lists to the Materials Selection Assistants, who manipulate the data on the electronic versions of the particular list they are working on.  First the Materials Selection Assistants will delete, add or move titles and then, once the list only has the titles that should be included, the selection assistants will add the branches that will get the book using a special grid on the vendor’s online database and special keyboarding that will allow a group of branches to be added with one keystroke rather than individually.

4. CHECKING AGAINST PREVIOUS LISTS To eliminate duplication, the Materials Selection Assistant will check the “history” of each ISBN on every draft list.  To check an ISBN on a current list to see if it has been ordered previously (“history”), the vendor provides a “check history” feature on each selection list, as well as next to each individual ISBN on a list.  Using this feature will tell the Library not only which ISBNs have been ordered previously, but on which list it appeared whether Adult or Juvenile, how many copies were selected and for which branches. 

5. CHECKING AGAINST CURRENT LISTS Current lists (those in the examination and selection process) are also compared to other open lists, which have not been added to the “history” file of ordered titles.  This is essential to avoid the accidental duplication of titles to lists (ordering books more that once from different month’s lists).  One list can be “compared” to another and the user will be informed of any duplication of title.  This procedure is performed through ISBN comparison.  Duplication of titles must still be made ALLOWABLE in the case of the suddenly award-winning titles needing to be added back on due to new notoriety.

6. ADDING TITLES TO LISTS If titles from outside sources (catalogs, small press publications, etc.)  need to be added to a current online list, this can be accomplished using a search screen on the database, which can accommodate up to twenty-five ISBN numbers searches at one time (rather than searching for each title individually).  It also offers a variety of ways to search from simple searching to advanced searching depending on what information the user has on a title or subject.  The record for each title should appear if it is in the vendor’s database (title records are displayed with the title name, author name, ISBN number, publication date, publisher name, price, binding, & availability).  After the search results display, the Library has the option of adding specific titles on the results screen or all titles by selecting them and entering which selection list they should be added to.

Not in Database?:  If a title is not found in the vendor’s online collection development tool, the Materials Selection Assistant sends the bibliographic information via email to the library vendor’s collection development departmental representative with the title information and asks them to add it to their database within 48 hours.  Please note:  Titles being added may not necessarily be those that are sold by the vendor.

7. ADDING NOTES TO TITLES The Library also has the ability to add notes of free text to a title if it is necessary to do so.  The note is typed in a note field and is then visible on the online selection list.  Sample notes could include:  NYTBS List, Online Customer Suggestion, etc.

8. MERGING LISTS Sometimes the Library needs to merge two lists into one new list.

9. BRANCH & LIST TOTALS To view the total quantities of volumes for a particular list and dollar amount that is spent on each branch, as well as the grand total for the entire list, the online collection development list will provide this information by clicking on the “Location/Fund Totals” feature and this information will be displayed.  Click on the “print” button to print this report.

10. LIST SORTING Once the entire list has been edited, it can be sorted by title, author, date of publication, etc., and is ready to be printed for final review by the Selection Librarians.

11. DOWNLOADING The edited selection list can be downloaded to an Excel spreadsheet if needed for special projects.

12. FINAL STEPS IN MATERIALS SELECTION When the selections made on the list are finalized and the list is ready to be given to the Acquisitions Department for ordering, the following three steps need to be taken to complete the process: 
-ADD the list and its titles to the Library’s History file on the online collection development database; 
-REQUEST FTP:  generates a list number that Acquisitions will need to retrieve the list on-line for download and ordering.  Example: FTR #4709 
-Change the list status from PREORDER to CLOSED on the Brodart Pre-Order screen.

13. NOTIFY BRANCHES The last step in the process is to copy the completed list from the vendor’s database into a Word document to facilitate the notification of branches as to which titles have been ordered for them.   

14. PAPER COPIES KEPT ON FILE A copy of the report of the completed lists are kept in the Materials Selection files for one year.

Cataloged Books and Paperbacks


1.
Order distribution and electronic order forms
The Library records the branch distribution for each book order in the Horizon Acquisitions System. The distribution information includes a quantity, branch, and branch location/collection (adult, adult reference, children’s, or children’s reference) for which copies have been selected.  For processed book orders contractors need the branch distribution information.

The Horizon system uses the EDIFACT and enriched EDIFACT formats for transmitting orders to vendors.  These formats provide the unique information about each title (for example, its ISBN and its unique order number in the Library’s Horizon system) and its order information (quantity ordered, account number, etc.)  The enriched EDIFACT format also provides the branch level information for each copy ordered.

The vendor is able to accept, correctly process, and provide electronic responses to electronic orders from the Library’s Horizon Acquisitions System.  The Library prefers the use of FTP processes to transmit orders.  However, vendors may describe other proposed methods for the Library to transmit electronic orders and receive electronic responses to them.  This description should include any software and hardware required.  If the required software is sold by this vendor, the vendor must include the cost of providing that software as a separately identified cost item in its bid.  If the vendor does not sell the software or provides it at no charge, it must indicate where it can be ordered.

For each electronic order transmission from the Library the vendor provides an electronic acknowledgement file of status information, which can be loaded into the Horizon system and displayed as an integral part of each Horizon order record.  This status information indicates the availability of the title from the vendor and includes the Horizon order number and any other information required for loading of the information into the Horizon system.

VIP (Vendor Information Protocol)

The Library’s Horizon system supports the VIP (Vendor Information Protocol) technology.  This allows real-time querying of vendor stock and pricing data from within the Horizon Acquisitions module for any title being ordered or considered.  


2.
Vendor’s own electronic ordering system

For some orders the Library uses the electronic ordering systems of its current vendor.  The software for this ordering system allows access from PCs currently owned by the Library.  Vendors must include the cost of providing any necessary vendor-based software as a separately identified cost item in its proposal.

The vendor with whom the Library currently does business has a file of bibliographic and availability information for book titles available for online access by remote dial-in, Internet or other PC connection.  

Bibliographic information includes the ISBN, author, title, publisher, edition, publication date, binding, and list price.  The Library would prefer to be able to access and download MARC-formatted bibliographic records from this file.

Availability information includes both the vendor’s current stock level for the particular title and current in print/out of print status, for example:
Must order direct from publisher, Not yet published, Publication scheduled [date], Publication cancelled, Publisher out of stock, Out of print, Publisher out of business

The vendor’s file of bibliographic and availability information is an Internet web-based system.   Access to this sight is controlled by user logins and passwords.

The vendor’s ordering system which is accessible to the Library provides these abilities:

--Search access to bibliographic database by ISBN, title, author, keyword and other searches.

--Online ordering of individual titles including searching for and displaying of brief bibliographic records including price and availability information.

--Batch ordering through electronic transmission of ISBN's, quantities, account numbers, purchase order numbers, and (for cataloged and processed titles) branch allocations.


3.
Order account structure


The Library currently uses multiple BILL-TO accounts (as many as the Library requires).  The Library must be able to add new accounts or delete old inactive accounts at any time and must be able to change the name and address information for each account at any time.


The Library also uses multiple SHIP-TO accounts (as many as the library requires) related to each bill-to account.  Each ship-to account includes a 5-line address, an account number, related rebinding instructions for paperback accounts, and related cataloging and processing instructions.


4.
Order allocation services


With electronic and all other orders the Library’s current vendor is able to accept and correctly interpret all information required for processing and shipping the products ordered.


This information may include the allocation of copies to particular branch libraries, the classification, and the pre-binding instructions for each copy.

5.
The vendor has the ability to use this information to process items for specific branches so that books will be correctly property stamped and so that correct electronic catalog and holdings records can be created and loaded into the Library’s automated system.


6.
The vendor uses the branch allocation information in conjunction with the account structure to process and ship materials in a variety of patterns:

· One or more copies of a title ordered in one order under umbrella contract purchase order; copies processed for multiple locations; all shipped to one central location packed in same carton; invoiced on one bill-to account through one or more monthly consolidated invoice(s).  This is the most likely shipment pattern to be used for orders charged to the County General Fund.

· One or more copies of a title ordered in one order under individual branch gift/grant contract purchase order; copies processed for one location; all shipped to one central location packed in the same carton; invoiced on one bill-to account through one or more per order-shipment invoices.  This is the most likely shipment pattern to be used for orders charged to gift or grant funds.

· One or more copies of a title ordered in one order; copies processed for one or more locations; books shipped to individual locations with individual packing lists; invoiced on one bill-to account through one or more monthly consolidated invoice(s).  This pattern may be used for special project ordering.


7.
Order data entry services

In addition to electronic orders and the vendor’s own electronic ordering format, the vendor accepts orders in a variety of formats and transmission methods, which include: 1.  Voice telephone orders and 2.  Paper orders in a variety of formats including vendor catalog order forms, 3 x 5 order slips, order lists marked with quantities, account #s etc., contractor provided price quotations with order quantities, etc. marked.  Paper orders must be accepted by mail or fax.  Bidders should comment on their ability to accept orders by email.


8.
Purchase order number requirements

Under a contract Harris County may issue one or more County purchase orders as best suits the Library’s needs.

The Library assigns each individual batch of contract book orders a batch alphanumeric code (normally no longer than 9 digits) which is recorded in the Horizon Acquisitions system as the “library purchase order number” (Horizon column name po_number).  

The Horizon Acquisitions system assigns a Horizon purchase order number to each purchase order created in the system (Horizon column name po#).

For electronically transmitted orders the contractor captures the  “library purchase order number” (i.e. po_number) to use in invoices and order cancellation documents.  The  “library purchase order number” (i.e. po_number) is used as the purchase order number.

For orders that the Library chooses to transmit in other than electronic format, the contractor uses what the Library supplies as the purchase order number but for obvious reasons in such cases no Horizon order number is required.

9.
Order cancellations services

The vendor automatically cancels unfilled back-orders after 120 days.  Vendors should indicate if orders placed pre-publication have any special effect on the cancellation period.

The Library accepts partial fulfillment of orders when the vendor does not have enough copies in stock to fulfill the entire order.  The remaining copies are shipped as expeditiously as possible.

Printed cancellation notifications are provided separately for each ship-to account.  These notifications provide information similar to a price quotation or order confirmation with explanations for the reason for cancellation of each title. 

The vendor provides “first pick and cancel” handling for certain library designated orders.  This service provides immediate cancellation of unfilled orders after one “picking” from the vendor’s warehouse.

The vendor provides DO NOT EXCEED AMOUNT control over particular bill-to-accounts, ship-to accounts, or purchase orders.  This control cancels all remaining orders in the controlled category once the designated amount of materials have actually been invoiced in that category.  This control feature is normally used by the Library only on opening day accounts.

10. Order shipment services

· High Demand Books
Harris County purchases high demand best seller titles in three possible categories:  1) Uncataloged and unprocessed   2)  Processed but not cataloged and without item records  3)  Fully cataloged and processed with item records.  The books in category 2 are processed according to the Library’s standard processing profile.

The vendor is able to segregate high demand shipments from shipments of other books to the Library so that the Library can give the high demand shipments the desired priority.  Categories 1 and 2 above may be labeled in the same way.  Category 3 books must be clearly distinguishable from the others.

· Regular Weekly Shipments

The Library uses a weekly consolidated shipping cycle where all books released for shipment in a week are held and shipped together as a single shipment.  This is the normal cycle.  For each week's batch of cataloged titles the contractor provides the following.


- the cataloged and processed books


- a packing list for each separate order


- a packing lists log which is used to verify that all the orders included in the consolidated weekly shipment were, in fact, received by the Library.

A packing list is sent with each order.  The carton containing the packing list and invoice is specially marked on the outside.

The packing list includes:


-- the ship-to account number


-- a packing list control number.  This same number is found on the following other documents related to this order:  1.  For processed books only:  The packing lists log for that week’s shipments of cataloged and processed books  2.  Order-shipment based invoices.  3.  The packing list report which accompanies consolidated invoices


-- a document date


-- total (corrected) quantity of items shipped


-- contractor notes and comments (such as “Final shipment on this order”, or comments about items listed but not shipped)


-- information about each title shipped.  For each title shipped the quantity, author, title, ISBN or other unique title number, library purchase order number, and the Horizon order number are required.

The packing list also provides on its reverse side or is accompanied by a discrepancy/claims report form.

All shipments are FOB Houston inside delivery.


11.
Invoicing



The Library uses two patterns of invoicing:

· Consolidated Invoicing

Consolidated invoicing means providing for library-designated bill-to accounts a monthly invoice that provides a listing by Horizon “library purchase order number” and title all titles shipped that month.  This is the invoicing method for normal monthly ordering from County general funds.  This method is required to reduce the number of invoices to be processed by the Library Financial Services Department and paid by the Harris County Auditor.  Harris County currently receives multiple consolidated invoices for the following ship-to accounts:  adult books, adult priority books, adult paperbacks, adult high demand books, juvenile books, juvenile priority books, juvenile paperbacks and juvenile high demand books.  

In addition to the original invoice sent to the Harris County Auditor, the Library receives two copies of each consolidated invoice provided directly to the Acquisitions Librarian.  These are required for updating the Horizon Acquisitions System invoice file.

Consolidated invoices provide information as follows:  Titles listed sorted by library purchase order number and title with a subtotal book cost amount invoiced for each purchase order, with an invoice grand total amount for books, an invoice grand total amount for cataloging and processing, and an invoice grand total.  In addition the contractor must provide a List Price Grand total for each consolidated invoice; Harris County uses this information in calculating the overall discount received from the contractor.  Harris County will waive this requirement for a contractor which provides a uniform discount for all books.  The invoice must be accompanied by backup documentation in the form of a report that identifies the packing lists whose titles are on this consolidated invoice.  For each packing list this report should provide the packing list number, the invoice number, and for each title provide title, author, quantity, list price, discount %, net price, and extended price.

· Per Order/Shipment Based Invoicing

Per order-shipment invoicing means invoices for a particular purchase order number.  In addition to the original invoice sent to the Harris County Auditor, the Library receives two copies of each per-order invoice be provided directly to the Acquisitions Librarian.  This method of invoicing is required for gift order accounts that are paid from separate gift funds for each branch library.  This avoids having to allocate multiple County funds over one invoice.  This method of invoicing may also be used on special projects such as opening day collections for new/renovated branches where the payments come from special funds.

All invoices include the billing address, shipping address, batch purchase order number, and packing list number.  For each title they include ISBN, title, quantity ordered/shipped, list price, discount, discounted unit price, and extended total.  

· Electronic invoicing

To expedite the receiving and payment processes through the Horizon Acquisitions system the Library wishes to implement the use of electronic copies of invoices in the EDIFACT format.  Harris County seeks bidders who can supplement the paper Consolidated and Order-Shipment based invoices with electronic invoice copies as indicated below.  Harris County’s final decision of whether it requires the electronic invoicing service will depend on the cost of this service and how efficiently it updates the Horizon acquisitions data.

The Horizon software now accommodates the posting of such electronic invoices.  Vendors should provide information on their ability to provide such electronic invoice copies and on any additional charges required for this service.  Vendors are requested to provide references for any customers receiving and processing that vendor’s EDIFACT invoices with Horizon Acquisitions systems.

Because of the technical requirements of the Horizon system an electronic consolidated invoice for a bill-to account will not be desirable.  Horizon does not allow one invoice number to be paid against multiple purchase orders.  For each paper consolidated invoice, multiple electronic invoices will be required, one for each library purchase order for which items were shipped that month on that bill-to account.  Each electronic invoice is required to have a unique electronic invoice number.  The electronic invoice number for bill-to accounts with consolidated paper invoices must consist of the paper invoice number followed by 3-digit suffix number.  The suffix numbers should be assigned in sequence to the individual library purchase order numbers billed on that invoice, beginning with 001.  (Thus consolidated invoice number 120080 would have corresponding edifact invoices numbered as follows: 120080001, 120080002, 120080003, etc.)


12.
Returns and Credits

When books are received damaged, or not completely or correctly processed, the vendor provides (at the Library’s option) credit or replacement processed books.  For the books to be returned to the vendor, the vendor provides pre-paid call tags for the carrier of its choice.

When the Library has made an error in ordering unprocessed books, the Library may apply for credit from the contractor and will return books for credit at Harris County’s expense.

Cataloging, Classification, Physical Processing and Item Records

THE LIBRARY’S VENDOR WORKS ONLINE IN ITS LIBRARY AUTOMATION SYSTEM FOR BOTH CATALOGING AND ITEM CREATION.  This online work applies to any special opening day services which may be undertaken as well as to ongoing regular books.  However, the Library does from time to time find it advantageous to load files or bibliographic and item records in batch mode.  Requirements for batch files are outlined later in this document.  Remote access to the Library’s automated system is provided to allow the vendor to work in an online environment.  The vendor’s workstations connected to the Library’s system for this purpose have static IP addresses.  The Library currently uses the Horizon Sunrise automated system.  In the event that the Library changes automation vendors during the period covered by this contract the book vendor will be provided with revised instructions where necessary.

1.
General Cataloging Rules

Descriptive cataloging:  Use current revision of Anglo-American Cataloging Rules.  2nd ed.

The vendor searches the Library’s catalog database to see if a MARC record already exists for that title.  If it does, item records are attached appropriately.  In the absence of a full MARC record for the title the Library requires that a high quality MARC record be loaded into its catalog.  This may require the overlay of a brief order record.  Instruction on use of match points (typically OCLC number or the bib number from the local system) to accomplish this overlay will be provided as part of set up.  The use of OCLC records is preferred when new records are being added to the Library’s catalog.  Other sources will be considered by the Library but sample records will be required in advance to determine if they meet the Library’s requirements.

Books with accompanying materials:

Any books which include accompanying materials such as disks or which include lift up flaps or moveable parts are to be sent uncataloged and unprocessed and the Library will handle them.  A flag saying “Send Uncataloged and Unprocessed” is to be inserted in each volume.

Books in series:

When each book in a monographic series has an individual and distinctive title, it is cataloged as a monograph.  An appropriate series statement is added to the monograph record.  A monographic series is only cataloged as a set when there are no individual or distinctive volume titles.

Local MARC coding practices:

· For large type books use the GMD [large print] in tag 245 subfield h.  This applies to the record being imported into the Library’s automated system.  If a record is being contributed to the OCLC database on the Library’s behalf, then the correct GMD as set out in AACR2 current revision is to be used.

Form of Entry:


Names:
Use the form already established in the Library’s catalog.

For other names not already used by the Library, use the form as established by OCLC or by the Library of Congress (LC).


Subjects:
Use LC Subject Headings for all books – adult and juvenile




For books in languages other than English add the subject heading “[language of text] language materials” as well as any other appropriate LC subject headings.




e. g.
650  4  Spanish language materials.





650  4  French language materials.

2.
Classification Rules for Added Copies and Volumes

When an OPEN ENTRY record exists for a serial title, do not separately catalog new issues or volumes UNLESS the title in hand is a Continuations title ordered to be processed as a monograph.  In this case the existing open entry record should be left as is and a new monograph record created for the current and subsequent issues or volumes.  See Section V for additional information on serials.

In case of conflicting call numbers found in item records attached to a bibliographic record, use the call number conforming to the classification guidelines outlined below.  Discrepancies in call numbers in item records are to be reported to the Library’s Catalog Librarian.

3.
Classification Rules for New Titles - Nonfiction

Adult and juvenile copies are attached to the same record.  At the bibliographic level a single call number field (090) is created.  Both call number and author letters are recorded in subfield a.  Prefixes (Ref, J, Sp, etc.) are not included in the call number field.  At the item level the appropriate collection (adult reference, juvenile circulating, etc.) is brought out through use of collection codes in the Library’s automated system.  Details about item records are provided later in this document.

Nonfiction (except Biographies)


The current edition of the Dewey Decimal Classification is used at all times.

Dewey numbers are truncated at three digits beyond the decimal point.  As is standard in Dewey practice, the final digit after the decimal point is never a zero.

For nonfiction a Cutter is appended following a Dewey number.  It generally consists of the first three letters of the main entry.  The first letter is always capitalized and the subsequent letters are lower case.  For exceptions see Cutter Letters - Special Notes.


Local Classification Practices

· Textbook readers:  Use 428.6

· Science experiments and projects, science fairs: Use 507.24

· Reptiles: Use 567.9

· Dinosaurs: Use 567.91

· Animals: Generally prefer 59X to 333.954-333.959

· Job search including resume writing and cover letters:  Use 650.14

· Critical editions of fiction:  Use the appropriate Dewey 800 number

· Travel guides including restaurant, hotel/motel guides, road atlases:  Use 91X

· For books on civilization and culture of different countries prefer 940s through 990s over 91X

· History of Great Britain and the United Kingdom: Use 941

· History of England and Wales: Use 942

· American Indians

- General information: Use 970.1



- Specific tribes: Use 970.3


- In specific locations: Use 970.4

· Bibliographies:  Prefer appropriate Dewey subject number over 016.


Biography

· Individual


B followed by three Cutter letters based on the name in the subject heading (tag 600).  Note that the “B” in this case is not considered a prefix.  It is considered the call number.

· Collective

-
Family biographies are normally treated as individual biographies for that family name.




e. g. Kennedy family    B Ken

· Collective biographies which have a common subject are classed in the appropriate Dewey subject number.




e. g.  Collective biography all about football players in 796.332



-
Collective biographies with no common subject are classed in 920.

Literature Notes


These guidelines apply to Cliff’s Notes, Barron’s Notes, Monarch Notes ONLY and then only to notes to do with literary works.  All versions of the same title within each series are attached to the same record regardless of publication date.  Unless specifically noted, the content of MARC fields is entered according to standard cataloging practice.  Notes on other subjects are treated according to the nonfiction guidelines.

· Tag 100 contains the author of the literary work not​ the author of the notes. (e. g. Cliff’s Notes of Julius Caesar written by John Smith has a tag 100 for William Shakespeare.)

· Tag 300 subfield a is coded “1 v.”

· An appropriate series statement is added (Cliff’s notes, Barron’s notes or Monarch notes.

· The call number consists of the word NOTES in upper case plus three Cutter letters based on the main entry.  (e. g. Cliff’s notes of Julius Caesar has a call number NOTES Sha)

· There is a special itype (ansg) used in the item record

Cutter Letters - Special Notes

· For a Cutter based on a personal name the Cutter is three letters unless the last name of the person is less than three letters.  In this case the Cutter is the last name.


e. g.  Ng, Yumi is Cuttered Ng

· Scottish and Irish names beginning with "Mc", "Mac", or "M" are Cuttered as "Mac" plus the first letter of the rest of the name.  The fourth letter is always upper case.



e. g.
McDonald is Cuttered MacD




MacIntosh is Cuttered MacI




M’Donough is Cuttered MacD


NOTE: Not all names beginning with Mac will fit this rule.



e. g.
Macey is Cuttered Mac




Maccaro is Cuttered Mac

· Names beginning with "St." (e.g. St. John) are Cuttered Sai.

· No punctuation, spaces, or internal capitalization are included in Cutter letters (except for Scottish and Irish names as noted above).




e. g.
D'Amico is Cuttered as Dam





De Angeli is Cuttered as Dea





O'Brien is Cuttered as Obr

· For Cutters based on a title main entry the Cutter is three letters even if this requires going beyond the first word of the main title (excluding leading articles).  Titles beginning with abbreviations, acronyms or initialisms do not get treated differently.


e. g.
In days of yore is Cuttered Ind



J.R.R. Tolkien’s characters is Cuttered Jrr

· For Cutters based on a non-alpha character, the Cutter is based on the word for the numeral or special character or the word it represents.


e. g.
10 bears in my bed is Cuttered Ten



% calculations is Cuttered Per 



& then we waited is Cuttered And



112 (Musical group) is Cuttered One

4.
Classification Rules for New Titles - Fiction

Adult and juvenile copies are attached to the same record.  At the bibliographic level a single call number field (090) is created.  Both call number and author letters are record in subfield a.  Prefixes (E, J, Sp, etc.) are not included in the call number field.  At the item level the appropriate collection (juvenile picture book, juvenile circulating, etc.) is brought out through use of collection codes in the Library’s automated system.  Details about item records are provided later in this document.

Easy Books


Call number consists of three Cutter letters based on the main entry.  


For exceptions, see Cutter Letters - Special Notes.  The exceptions which apply are those based on non-alpha characters.


Special Note Concerning Children's Easy books: Easy books (new titles and added copies) are ordered on a separate ship-to account/processing profile designated for Easy books.  This ship-to account and its associated processing profile is used to make sure the preferences of Library selectors are reflected in the classification of these materials.  Titles ordered on this account are classed as Easy regardless of the classification assigned by the Library of Congress.  However, if the copies ordered are added copies to an existing title in the Library’s catalog and the existing copies have a call number which is not an Easy call number, the copies being added are assigned the same call number as has been assigned to the existing copies.  If, for whatever reason, added copies for a title with an Easy call number are ordered on another account for processed books, the contractor should still process them as Easy.

Fiction

Call number consists of three Cutter letters based on the main entry followed by any required class suffix.




Suffix

Class



X

Mystery




W

Western




SF

Science Fiction




SS

Short Stories



The suffix SS may be used in combinations such as X-SS, SF-SS, W-SS.


For exceptions see Cutter Letters - Special Notes.

Local Classification Practices:

· Mother Goose books are classed in Easy

Cutter Letters - Special Notes

· A Cutter based on a personal name is three letters unless the last name of the person is less than three letters.  In this case the Cutter is the last name.


e. g.
Ng, Yumi is Cuttered Ng

· A Cutter based on a title main entry is three letters even if this requires going beyond the first word of the main title (excluding leading articles).  Titles beginning with abbreviations, acronyms or initialisms do not get treated differently.


e. g.
In days of yore is Cutter Ind



J.R.R. Tolkien’s characters is Cuttered Jrr

· For Cutters based on a non-alpha character, the Cutter is based on the word for the numeral or special character or the word it represents.  (Note: For easy books the non-alpha character rule applies except that the Cutter is the first letter only.)


e. g.
10 bears in my bed is Cuttered Ten



% calculations is Cuttered Per 



& then we waited is Cuttered And



112 (Musical group) is Cuttered One

· Scottish and Irish names beginning with "Mc", "Mac", or "M" are Cuttered "Mac" plus the first letter of the rest of the name.  The fourth letter is always upper case.



e. g.
McDonald is Cuttered MacD




MacIntosh is Cuttered MacI




M’Donough is Cuttered MacD


NOTE: Not all names beginning with Mac will fit this rule.



e. g.
Macey is Cuttered Mac




Maccaro is Cuttered Mac

· Names beginning with "St." (e.g. St. Anthony) are Cuttered Sai.

· No punctuation, spaces, or internal capitalization are included in Cutter letters (except for Scottish and Irish names as noted above).




e. g.
D'Amico is Cuttered as Dam





De Angeli is Cuttered as Dea





O'Brien is Cuttered as Obr





112 (Musical group) is Cuttered as One

5.
Cataloging Serials and Multi-Volume Works

Serial Titles Cataloged as Monographs:

The Library chooses to catalog certain serial titles as monographs.  These are typically travel guides such as Frommer’s, Fodor’s, etc.  For many of these titles there are open entry serial records remaining in the catalog that were created before the current practice was put into effect.  New issues of these titles are not attached to the old serial record.  New monograph records are created for each issue.

The following are local practices for the content of tag 245 for these monograph records.

· The year must be included at the end of the main title portion of tag 245

e. g. Fodor’s Europe 2003

· If there is no year on the title page, then the imprint date is included in brackets at the end of the main title in tag 245

e. g. Southern Europe [2003]

Serial Titles Cataloged as Serials

A serial is defined as a publication in any medium issued regularly (a) in successive parts bearing numerical or chronological designations or (b) in multi-volume sets, and intended to be continued indefinitely.  Serials include periodicals; annuals (reports, yearbooks, etc.); encyclopedias; the journals, memoirs, proceedings, transactions, etc. of societies, etc.

Serials (other than those designated for monographic cataloging) are cataloged according to AACR-2 Revised.  For all but completed serials, this means open entry dates and a collation (MARC field 300) reflecting open entry volumes as follows: 

300 $av.

6.
Item Records

These instructions are based on the Horizon Sunrise system currently used by the Library.  In the event that the Library changes automation vendors during the period covered by this contract new instructions will be provided.

If an appropriate bibliographic record to which an item can be attached is identified in the Library’s catalog, there are two possible options for creating an item record.

· There may be an on order item record which needs to be edited and turned into a real item record

Or

· A new item record will have to be created

The following illustration is a view of the item record as it appears in edit or creation mode.


[image: image1.wmf] 


Any field which has a “Codes” button to the right is a coded field which will accept only certain values.  Clicking on the button will call up a display of the currently valid values for that field.

Item Type (or itype):
This controls circulation details such as loan period, whether an item circulates or not, whether holds can be placed, etc.  For regular books (i. e. not opening day) the itype will always be “b” for a circulating item and “r” for a reference item.  For books ordered for opening day collections, the itype will always be “ob” for a circulating item and “or” for a reference item.

Item Barcode:
The Library will provide the vendor with supplies of barcode labels to be used in processing items and creating item records.  This field is set to do check digit validation and will not allow an item record to be saved if the barcode number entered is not valid.

Location:
This field contains the code for the library branch to which the item is being assigned.  Currently codes are all two or three letters.

Collection:
This field contains the collection code for the collection to which the item is being assigned.  The collection code record contains the appropriate prefixes for each collection and will cause them to print on spine and book labels when the Horizon label printing function is used.  There are a large number of collection codes.  However, the vendor will only be expected to use certain specified codes.

Item Status:
This field defaults to “pr” when a new item record is being created.  It should be left with this status.  If an on order item record is being edited, this status will show as “r” and must NOT be changed.

Call No.:
This field contains the call number as established in tag 090 of the bibliographic record.  Prefixes are not entered in this field.  Suffixes for fiction titles are included in this field.  For biographies “B” is considered to be the call number and is entered in the call number field along with the appropriate Cutter.  Date and volume information are also not included in this field.

Vol/Date:
This field contains appropriate date and volume information for an item.  Year is the first element, if appropriate, followed by volume/part/issue information.  A volume which spans multiple years can be entered with the second year left truncated as long the span remains clear.  The volume/part/issue information must always be entered using the appropriate abbreviation for the piece followed by a period followed without spaces by the number as a three digit value using leading zeroes as necessary.



e. g.
2003 v.001




v.010 pt.001




v.009 iss.001




2003-04




1999-2004

Price:

This field contains the publisher’s list price as printed on the item or as found in the vendor’s records if not printed on the item.

Checkin Note:
This field is used to note accompanying material as appropriate.  Based on instructions earlier in this document stating that items with accompanying materials are to be sent to the Library uncataloged and unprocessed, the vendor will not have occasion to enter information in this field.

7.
Labels

The Library prints spine and book labels from item records in the Horizon system using the Horizon label production functionality.  The printing is done using a custom label formatting program from Computype and a Zebra 4 thermal process printer.  Contact information for Computype is available through the Library contact.  A vendor solution which provides comparable labels is acceptable.  However, the font must be Tahoma as it provides the clearest distinction in characters.  Sample labels are required before they are put into use.  The vendor solution which has been approved by the Library must be functional from the first day of the contract. 

Spine Labels

All required data for spine labels is captured by the Horizon software if they are printed directly  from the Library’s item records.  Prefixes are automatically generated by the collection code records in Horizon.  Volume and date data are  reformatted to remove the leading zeroes which are entered in the item record so that holdings  sort correctly in Horizon displays.  E.g. volume in item record v.001, spine label must show as v. 1

· Each book requires a white spine label measuring 1 ½” high x 1” wide.  The label must be of heavy enough quality that underlying text or illustrations do not show through the label.

· Font will be Tahoma bold 12-point

· Order of elements on spine label

· Prefix (maximum 3 lines) (see Batch File section for details on prefixes appropriate to each collection)

· Call number (maximum 3 lines) (Dewey number is printed on a single line)

· Date/volume (maximum 3 lines) (Dates are printed on one line and volume information on the second and third lines)

Note:  A spine label having nine lines of data is rare.  In cases where an element requires less than the maximum number of lines, the spine label must be printed without any blank lines.

Book Label

A label containing specified bibliographic data is attached to the flyleaf of each book.  The label currently used by the Library is the same size as the spine label (1 ½” x 1”) but with the text printed landscape in Tahoma font.  A label up to 1 3/8” high x 2 7/8” wide is acceptable. (Illus.)

· On the first line prefix, call number, date/volume information are printed with a single space between each element

· On the second line the author from MARC 1XX tags only is printed.  An author from any other MARC author field is never printed here.  If there are no 1XX tags, then the title information is printed beginning on line two.

· Beginning on the third line (second line if there is no 1XX tag in the record) the title information from tag 245 is printed.  A maximum of three lines of title information is printed.  The information will include the contents of both subfields a and b within the length restriction.

· At the bottom of the label (meaning at the very bottom of the label not the line immediately following the title) the owning branch code, the price and the OCLC number are printed in that order.  The branch code is printed in uppercase bolded and in a larger point size so that it stands out.  (Note:  the branch code z_adm is printed on the book label as ADM)  Leaving at least two blank spaces, the price follows next.  It is always preceded by $.  If the price in the Horizon item record is stored as $0.00, it is not printed on the label.  Leaving at least two blank spaces, the OCLC number is printed next.  It is taken from MARC tag 001.  This tag may contain numbers other than OCLC numbers.  The contents of tag 001 are printed only if they begin with ocl or ocm.

8.
Batch Files

At the Library’s discretion the vendor is required to produce batch files of bibliographic records with or without item records attached which may be loaded into the Library’s automated system.

The cataloging, classification and MARC requirements are the same as for materials handled in the online environment.  Appropriate use of match points is critical in the batch environment as well.

For each copy of a book being added by the batch file a separate 949 tag is attached to the appropriate bibliographic record.  Multiple 949 tags are attached to the same bibliographic record.  The following details the appropriate use of the subfields in tag 949.  The format of data in each subfield is the same as that in the online environment.

Subfield b
Item barcode

Subfield c
Collection code

Subfield d
Call number

Subfield v
Date/volume

Subfield n
Branch code

Subfield p
Price

Subfield t
Item loan type (itype)

The collection codes from the following list are the ones which the vendor will normally use unless otherwise instructed by the Library.  Prefixes required to print on labels are included as appropriate.

	Collection Code
	Use for
	Prefix

	af
	Adult general fiction
	

	afsf
	Adult science fiction
	

	afw
	Adult western fiction
	

	afx
	Adult mystery fiction
	

	alf
	Adult large type general fiction
	LT

	alfsf
	Adult large type science fiction
	LT

	alfw
	Adult large type western fiction
	LT

	alfx
	Adult large type mystery fiction
	LT

	alnb
	Adult large type biography
	LT

	alno
	Adult large type nonfiction
	LT

	ano
	Adult nonfiction
	

	ansg
	Cliff’s notes, Barron’s notes or Monarch notes
	

	ar
	Adult reference
	Ref

	faspf
	Adult Spanish fiction
	Sp

	faspnb
	Adult Spanish biography
	Sp

	faspno
	Adult Spanish nonfiction
	Sp

	faspr
	Adult Spanish reference
	Sp Ref

	fjspe
	Juvenile Spanish picture book
	E Sp

	fjspf
	Juvenile Spanish fiction
	J Sp

	fjspnb
	Juvenile Spanish biography
	J Sp

	fjspno
	Juvenile Spanish nonfiction
	J Sp

	fjspr
	Juvenile Spanish reference
	J Sp Ref

	jbig
	Big book picture book
	E

	jbigno
	Big book nonfiction
	J

	je
	Juvenile picture books (only books ordered on special easy account)
	E

	jf
	Juvenile fiction
	J

	jlf
	Juvenile large type fiction
	J LT

	jlnb
	Juvenile large type biography
	J LT

	jlno
	Juvenile large type nonfiction
	J LT

	jnb
	Juvenile biography
	J

	jno
	Juvenile nonfiction
	J

	jr
	Juvenile reference
	J Ref

	yf
	Young adult fiction (only books ordered on special YA account)
	YA

	ynb
	Young adult biography (only books ordered on special YA account)
	YA

	yno
	Young adult nonfiction (only books ordered on special YA account)
	YA


9.
Processing

All Books

· A 3M security target (either R2 or B2 style) is inserted between the pages of each book unless the book is too short to accommodate a full-length strip or its pages are so stiff that the pages cannot be turned properly with the strip inserted (e. g. board books).  In these cases no security target is inserted.  Security targets are not inserted between pages where an illustration spreads over the two pages.  Targets are inserted as deeply toward the spine as possible so as to make them as inconspicuous as possible and also to reduce the danger of cuts caused by the sharp edges of the markers in the target.

· Harris County Public Library property ownership is stamped on the top edge of each book.  The stamps used by the Library use the Arial 10-pt bold font.  A font comparable in size and legibility is acceptable.  If the book is too thin to accommodate this ownership stamp, see the section on Thin Books below.



Harris County Public Library



          Houston, Texas

· A barcode label (supplied by the Library) is attached at the top left of the front cover ¼” down from top and ½” from the spine.  

· A second copy of the barcode label is attached to the front flyleaf at the top right corner.  For ease of use, the Library’s sheets of double barcode labels are printed with a dot on the first label of each pair.  The barcode label with the dot is attached to the flyleaf of the book.

· The spine label is attached ½” up from the bottom of the spine.  For instructions on attaching the spine label to thin books, see the section on Thin Books below.  (See section on Labels for details of format and content of spine label.) 

· The book label is attached at the top left corner of the flyleaf.  (See section on Labels for details of format and content of book label.)

· If a book is too narrow to accommodate placement of the barcode label and the book label as outlined above, then the placement of the barcode label in the top right corner takes precedence.  The book label can be lowered to allow for the barcode placement.

· A white label approximately ½” high x ¾” wide with the two- or three-letter branch code is attached to the bottom right corner of the back cover ½” up from bottom and ½” in from spine.  The Library uses the Tahoma 22-pt bold font for these labels.  A font comparable in size and legibility is acceptable.

· In any case where the labels are being attached to a book which has no dust jacket and the book has a groove running down the cover, the positioning from the spine for all labels is to be measured from the appropriate edge of the groove.

Thin Books

· If a book is too thin to accommodate property stamping as specified above, the property stamp is applied to the top left corner of the back flyleaf.  If the flyleaf is of a dark color which makes the stamp difficult to see or is of shiny paper which would cause a rubber stamp to smear, then the property stamp is applied to a white label attached to the top left corner of the back flyleaf.  The white label must be no larger than is necessary to accommodate the stamp.

· If the book is thin enough that a spine label when attached to the spine does not show the first three digits of the Dewey number or the first three letters of a fiction call number, then the spine label is attached to the front cover of the book ½” up from the bottom and ½” inch in from the spine.

Books with Dust Jackets

· A mylar cover with paper backing is applied to all dust jackets

· The barcode, spine and branch codes labels are all attached to the dust jacket before the mylar cover is attached

· ½” of the dust jacket will extend beyond each end of the mylar cover

· The jacket flaps are glued to the book using clear rubber cement

· If the inside cover papers contain illustrations important to the text, then the jacket flaps are hinged using clear tape running from the top to the bottom of the cover so that the flaps can be lifted to see the illustrations.  If the front and back covers have identical illustrations, then the front flap is glued and the back flap is hinged.

Books without Dust Jackets

· The barcode, spine and branch code labels are covered by clear label protectors.  The protector covering the barcode label must NOT be the non-glare variety.  A single protector long enough to cover the spine label and the branch code label is acceptable but not required.

10.
Quality Control

Harris County requires all vendor processing to be neat and attractive.  This includes but is not limited to the printing quality of labels, application of labels to books, affixing of dust jacket covers, insertion security targets, etc.

The Library conducts ongoing review of the vendor’s processing and claims for credits for processing charges for incorrectly processed items.

E.
Opening Day Collection Services

The current opening day collection services comprise a combination of existing services plus other services unique to the opening day package.  The selection portion is driven in part by profiles created by the library the same as is done with the selection lists for non-opening day selection.  For opening day collections, however, the contractor’s staff make site visits to Harris County and, together with the Library’s selection staff, establish any guidelines which may be distinctive to the community in which the branch for which the collection is being developed is located and which may require special attention in the collection building process (e. g. a particularly large Spanish speaking population).  Once a profile is fully established the contractor’s staff prepare preliminary selection lists.  These are reviewed by Library selection staff who make final determination on titles to be added or dropped from a list as well as quantities of each title to be purchased.

When the opening day collection is for an existing branch library that is being expanded, the Library provides an initial extract from its database of the bibliographic records for items that branch already owns.  The associated holdings for the branch are also included in the file.  Then, on a weekly basis, files are sent with the information on new items added for that branch.

Once selections have been finalized, the orders are sent to the contractor in paper format.  The contractor’s staff enters the orders into its ordering system.

Cataloging, item creation and physical processing are done according to the Library’s established profiles for regular (non-opening day) materials.  Special collection codes and item loan types are used and are essential to the proper handling of the opening day items in the Library’s catalog.

All books are boxed and stored by the contractor in its own facility.  Books are sorted into broad categories agreed upon my the Library in advance.  The books are fully insured by the contractor against loss or damage.

The Library sends two staff members to the contractor’s facility on a quarterly basis to perform an audit of books that are in boxes.  Access to all boxes is provided in such a way that boxes can be found with a minimum of difficulty and the contents can be easily accessed and verified against invoices.

When the Library is ready to take delivery, the entire stored collection is shipped directly to the branch for which it is intended.  Appropriate insurance on the shipment is arranged by the contractor until the Library takes delivery in the branch.  Once the initial stored collection is shipped, the Library then accepts the remainder of the books purchased for an opening day collection as part of its weekly consolidated shipment of regular books.

Class II.   Uncataloged Board Books and Paperbacks

Mass market paperbacks are selected on a bimonthly basis from contractor supplied catalogs of current and prepublication paperback offerings broken down by genre and/or subject.  Each paperback title in the catalog has a brief annotation, as well as complete bibliographic information.  Information on which series the paperback is a part of is also included.  Catalogs include some backlist (and popular) mass market retrospective titles lists by a particular author or earlier titles in a particular series.   The catalog includes an order form.  Selection librarians use the catalogs as a selection guide in the purchase of mass market paperbacks for the library system.

HCPL librarians also use a vendor collection development database to search for titles and/or to create special selection lists of mass market paperbacks to consider for purchase.  The lists are created and named.  An example of such a list is:  ADM AD PBKS, CLOSES 1/1/04.  All HCPL librarians have passwords to use this selection database.  Branch staff will add mass market paperback titles found on the vendor’s database the bimonthly paperback list or create their own list.  The bimonthly paperback list is reviewed by the selection librarians, who add branches and quantities to the vendor’s database.  The vendor’s database will provide total cost (list price) for a particular list.  The list is printed out and given to the Acquisitions Dept for the order to be placed.

Using contractor provided software, a file of ISBN numbers is sent to the contractor’s system and a stock check is done.  A report is returned from the contractor showing what titles are in stock.  The ISBNs for the titles not in stock are deleted from the file and the file is re-sent as an order.  Each order is for a specific branch and is ordered on an account that has associated processing instructions for that branch.  Uncataloged paperbacks that are being ordered unprocessed are ordered on a “books only” account.

Current invoicing practices are the same as Class I.
Class III.    Continuations

Once a year Library selections staff reviews the list of continuation titles that are being received which is maintained in Microsoft Access.  Decisions are made concerning what titles will be kept or dropped and whether quantities are to be adjusted.  New titles will be added to the list if any are selected.

A Microsoft  Access report is generated of all titles to which the Library wishes to subscribe along with the quantity of each title required.  This report is sent to the contractor in paper format.  Currently this is done around June.  Once the contractor receives the report, all existing orders which they have on file are cancelled and new orders are set up based on the new list.

Continuations titles are currently ordered uncataloged and unprocessed.

Current invoicing practices are the same as Class I.
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