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 STATE OF MISSISSIPPI 

Specification 
                      OFFICE OF PURCHASING AND TRAVEL No. 310-00-00 
 

                            S P E C I F I C A T I O N S Effective       
      Date:  5/1/83 
 FOR 
                                                             Revised 
                                 ENVELOPES                   Date: 5/02/16 
 

 

1. SCOPE AND CLASSIFICATION 
 

1.1 Scope.  These specification covers the requirements of various sizes and types of 
envelopes. 

 
1.2 Classification.  The envelopes covered by this specification shall be furnished in the types 

shown below and the sizes and weights shown on the Bid. 
 

310-06-32 Envelopes, Clasp, Kraft, Plain, Non-glazed, Gummed Flap 
 
310-06-34 Envelopes, Clasp, Kraft, Plain, Non-glazed, Imprinted, Gummed Flap  
 
310-30-45 Envelopes, Kraft, Plain, Non-glazed, Permanent Self-Sealing Flap 
 
310-30-46 Envelopes, Kraft, Plain, Non-glazed, Permanent Self-Sealing Flap, Imprinted 
 
310-30-53 Envelopes, String and Button, Printed, Interdepartmental, Non-glazed, Punched 
with Six Holes 
 
310-30-67 Envelopes, White Wove, Plain, Commercial, Regular Flap 
 
310-30-68 Envelopes, White Wove, Plain, Imprinted, Commercial, Regular Flap 
 
310-30-72 Envelopes, White Wove, Plain, Plastic Window in Standard Position, 
Commercial, Regular Flap 
 
310-30-73 Envelopes, White Wove, Plain, Imprinted, Plastic Window in Standard Position, 
Commercial, Regular Flap 
 
310-30-76 Envelopes, White Wove, Plain, Glassine Window in Standard Position, 
Commercial, Regular Flap 
 
310-30-77 Envelopes, White Wove, Plain, Imprinted, Glassine Window in Standard 
Position, Commercial, Regular Flap 
 
310-30-18 Envelopes, Catalog, Brown Kraft, Plain, Non-glazed, Gummed Flap 
 
310-30-19 Envelopes, Catalog, Brown Kraft, Plain, Non-glazed, Gummed Flap, Imprinted 
 
310-30-70 Envelopes, White Wove, Gummed Flap, Open Side, Virgin 
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2. REQUIREMENTS 
 

2.1 Materials and Workmanship.  The materials and workmanship used in the manufacture of 
all envelopes being bid shall meet or exceed that of standard industry practice and be 
equal to those listed below. The items offered must be equivalent as to function, basic 
design, type and quality of material, method of construction and any required dimensions. 

 
   A to Z/Superior                         Murray/Quality Park                                 National  

 Neenah                                     Westvaco                                        Williamhouse 
 

 2.2 Definitions or Description of Terms.  "Recovered material" is waste paper and by-products 
which have been recovered or diverted from solid waste, but such term does not include 
those materials and by-products generated from and commonly reused within an original 
manufacturing process; such as, mill broke.  "Post-consumer waste" is paper and/or 
paperboard products which have gone through their intended final use and have been dis-
carded.  We will only consider those products generated by a business or consumer which 
have served their intended end-uses, which have been separated or diverted from solid 
waste for the purpose of collection, recycling and disposition.  "Mill broke" is any paper 
waste generated in the paper mill prior to the completion of the papermaking process.  
"Recycled paper" is a paper product with not less than 20% of its total weight consisting of 
post-consumer waste. 

 
2.3 Certification in Writing.  If bidding a product that contains postconsumer, recovered 

materials as defined above, the bidder shall submit with the bid a certification attesting to 
the percentage of postconsumer materials contained in the product. 

 
2.4 Imprinting.  Type matter will ordinarily consist of name and address of agency, board or 

institution, called corner card.  Typesetting of these lines will be included in the bid for 
imprinting.  Corner card is not to exceed five lines. 

 
One color imprinting, to be determined by ordering agency, includes the cost of envelopes 
(24 pound substance for White Wove and 28 and 32 pound substance for Kraft) 
composition, platemaking (if required) packaging and delivery. 

 
Any special plates and dies required are the property of the State of Mississippi and at the 
end of the contract are to be returned to the buying agency of the State of Mississippi.  

 
2.5 Submittal of Literature.  Each bidder is asked to submit published product literature on 

each product that is being offered.  The product literature should show that the product 
conforms to all the specifications set forth. 

 
3. SAMPLING, INSPECTION AND TEST PROCEDURES 
 

3.1 Bid Samples.  Each bidder is asked to submit representative product samples and product 
literature if available for all products being offered.  Three samples of each envelope 
should be submitted.  All samples shall be clearly marked with the bidder’s name, bid 
number, commodity number, commodity description, brand and model.  Samples of 
imprinted items shall be imprinted. 

4. PREPARATION FOR DELIVERY 
 

4.1 Packaging.  All envelopes shall be packed in boxes which conform to the current standard 
acceptable to the trade and as required by Interstate Commerce Commission (ICC) 
regulations. 
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5. NOTES 
 

5.1 Commodities procured under this specification shall not deviate from those originally 
contracted for without written approval from the Office of Purchasing and Travel. 

 
5.2 This specification shall, until revised or rescinded by the Office of Purchasing and Travel, 

apply to each future purchase and contract for the commodities described herein. 
5.3 It is the intent of the specifications to obtain a product that will adequately meet the needs 

of the user while promoting the greatest extent of competition that is practicable.  It is the 
responsibility of the prospective bidder to review the entire Request for Bids packet and to 
notify the Office of Purchasing and Travel if the Specifications, Instructions, General or 
Special Conditions are formulated in a manner which would unnecessarily restrict 
competition.  Any protest or question concerning the specifications or bidding procedures 
must be received by the Office of Purchasing and Travel not less than 72 hours prior to the 
time and date set for the bid opening. 

 


