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	This document specifies Opus Trust Communications requirements for the provision and presentation of all stock items to be used during production.  If you have any queries regarding this specification, please contact your Account Manager.

Deliveries that do not conform to this specification, or that have not been booked in, may be refused by Opus Trust Communications, may suffer delay in being handled, or may be subject to an additional handling charge. 
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1.
Booking-in and Delivery Procedure

Deliveries must be booked in with the Opus Trust Communications Ltd Warehouse at least 24 hours in advance (48hrs recommended) – un-booked deliveries may be turned away.


The Warehouse team will require the following information:

· The items being delivered

· The volumes

· The number of pallets.


A unique delivery reference will be given at the time of booking and this must be quoted at the time of delivery.  All deliveries must be accompanied by a delivery note detailing the following:

· Item codes

· Descriptions

· Volumes being delivered

· Details of the end client


If you are arranging a delivery of cheque stationery, this must be explicitly stated at the time of booking-in as additional security measures will be applied to these deliveries.  Un-booked deliveries of cheque stock will always be refused.   Cheque deliveries should also conform to all CPAS regulations.


Leicester Warehouse  -  0116 232 7536/7836: e mail : Warehouse@otmltd.com

133 -137 Scudamore Road,


Braunstone Frith industrial Estate,


Leicester  LE3 1UQ.


Opening hours for deliveries to Leicester:


Monday to Thursday: 07.00 to 17.00   Friday: 07.00 to 16.00

2
Paper – Primary Requirements TC "1.1 Paper – Primary Requirements" \f C \l "2" 
· All paper must be laser print compatible – Bond paper with at least 80% chemical wood pulp content is recommended

· Paper weights between 80gsm and 100gsm are recommended

· All pre-printed stock must be uv-cured

· Coated stock is not recommended

· For security paper types, i.e. CBS1 and CBS2 stocks for giro and cheque printing, please also refer to the relevant APACS specification.

2.1
Detailed Requirements - Paper TC "2.1
Detailed Requirements - Paper" \f C \l "2" 
	Item
	Requirements & Recommendations

	Paper type
	· Bond paper made from at least 80% chemical wood pulp recommended

· Recycled paper must be free of any contaminants added to the paper in its previous application

· Coated paper and papers with waxy surfaces are not recommended

· Paper containing synthetic resins, synthetic sizing agents or plastics must be tested prior to use

· Filler should be limited to 15 to 20% by weight

· Any paper containing adhesives may affect the printers fusing ability and should be tested prior to use

· Certain salts and metallic compounds added to reduce static charge can affect print quality and should be tested prior to use

· Moisture content should be 3.7% to 5.3% by weight

	Paper weight
	· Continuous paper 60gsm to 160gsm

· Cut-sheet paper 75gsm to 110gsm

· 80gsm to 100gsm recommended in both cases

	Paper size (Continuous)
	· Width 204mm to 457mm (8” to 18”) (simplex)

· Width 229mm to 457mm (9” to 18”) (duplex)

· Length 76.2mm to 356mm (3” to 14”)

· Fold spacing 178mm to 356mm (7” to 14”)

· Lengths and fold spacing must be in 12.7mm (0.5”) or 8.5mm (0.3”) intervals

· Forms shorter than 178mm (7”) are printed in multiples and use page (non-folding) perforations to defined pages

	Paper size (Cut-sheet)
	· Standard paper sizes from A5 to A3 can be printed

· A3 is recommended

· For more information on whether your chosen cut-sheet paper size can be used, please contact your Account Manager

	Paper smoothness
	· For best operation, the smoothness of the form should be between 70 and 150 Sheffield Unites (70 to 220 Bendtsen units)

	Paper types requiring testing before use
	· Adhesive labels

· Pre-printed forms with areas of dark colour

· Pre-drilled paper

· Coloured paper

· Recycled paper

· Paper with binder holes, cut-outs or other cuts

· Paper with running or multiple perforations

· Edge re-inforced paper

· Parchment paper

	Non-recommended paper types
	· Vellum stock

· Non-tearing papers

· Transparencies

	Paper stocks that can not be used
	· Duplicator papers

· Mimeo papers

· Carbonless papers

· Coated stocks

· Highly conductive paper

· Papers with talc

· Papers with wax, stearate or plasticizers


2.2 Continuous Paper TC "2.2 Detailed Technical Requirement – Continuous Paper" \f C \l "2" 
	Item
	Specification

	Recommended paper weight
	80gsm to 100gsm

	Caliper
	0.0032 – 0.0079 in  (0.08 – 0.20mm)

	Stiffness (Taber)
	17 – 19 pound (64-72gsm)

Machine direction: 1.2 Taber units

Cross direction: 0.5 Taber units

	Coefficient of Static Friction
	0.45 – 0.65

	Porosity (Gurley)
	10 sec / 100ml minimum

	Fibre composition
	80% chemical wood pulp or wood-free pulp

	Colour
	White or pastel colours

	Ash content
	18% maximum

	Filler
	20% maximum, small particle size

For cut-sheet, Kaolin or china clay (aluminosilicate) or calcium carbonate. Titanium dioxide or magnesium silicate may be added to improve brightness.

	Surface sizing
	Starch

	Internal sizing
	Acid rosin or synthetic (alkylketene dimmer or alkyl-succinic anhydride)

	Moisture content
	3.7% - 5.3% 

	Surface resistivity
	1x1010 – 1x1012 ohms

	Chad (continuous stock only)
	<25 loose chads per 2500 feet of forms; no hanging chads (all holes fully punched); no agglomerated chads

	Reels
	See packaging specification (section 5) for details on requirements for presentation of paper on reels

	Sprocket hole positioning
	Sprocket holes must be level from one side of the page to the other and must be equidistant from the edge of the paper

Maximum tolerance for movement of sprocket holes = +/- 0.25mm

	Registration Mark
	Black line running horizontally 3mm thick and located exactly1mm below the folding perforation


2.3 Continuous Paper Perforation Specification
	
	Specification

	Minimum Strength Ratio
	0.33

	Minimum Edge Tie Finishing Spec
	3mm (.125” in)

	Absolute Edge Tie Min
	2.5mm ( 3mm minus tolerance for processing roll)

	Tie Length Range
	Between .4mm (.015”) and 1mm (.04”)

	Tensile Strength
	>10lb/linear inch


2.4  Cut-Sheet Paper TC "2.3 Detailed Technical Requirement – Cut-Sheet Paper" \f C \l "2" 
	Item
	Specification

	Paper grade
	No. 1 or No. 4 Xerographic

	Colour
	White or colours

	Ash content
	18% maximum

	Filler
	Kaolin or china clay (aluminosilicate) or calcium carbonate. Titanium dioxide or magnesium silicate may be added to improve brightness

	Wood pulp
	100% chemical

	Brightness
	83.0% (minimum) (average)

	Optical brightener contribution
	4.5 +/- 1.0

	pH
	8.0 (type III permanence)

	Grain direction
	Parallel to the long dimension (grain long)

	Cutting method
	Rotary precision cut (Lennox, Will or equivalent)

	Cutting tolerances
	Length and width: +/- 0.787mm (+/- 0.031 in)

Squareness: All corners 90° +/- 0° 6’

	Recommended weight
	80gsm to 100gsm

	Thickness (caliper)
	20 – 32lb (75gsm to 120gsm): 3.8-5.0 mils (90-127μ)

16 – 19lb (60gsm to 72gsm): 3.2-4.0 mils (81-102 μ)

	Smoothness 
	20 – 32lb ( 75gsm to 120gsm): 100 – 200 Sheffield units

16 – 19lb (60gsm to 72gsm): 70 – 170 Sheffield units

	Porosity (Gurley)
	10 sec/ 100ml minimum

	Coefficient of static friction
	0.35 to 0.62

	Surface sizing
	Starch – do not use synthetic surface sizing

	Internal sizing
	Acid rosin or synthetic (alkyl-ketene dimmer or alkyl-succinic anhydride)

	Stiffness (Taber)
	16 – 19lb (60gsm to 72gsm) MD: 1.4 min; CD: 0.5min

20 – 32lb (75gsm to 120gsm) MD: 1.7 – 4.5 min; CD: 0.8 – 2.4 min

	Moisture content
	3.4% to 5.5%

4.0% to 5.5% for MICR documents

	Burst (Mullen)
	20 psi (138 Kpa) minimum

	Tear (Elmendorf)
	MD: 441 millinewtons minimum

CD: 520 millinewtons minimum

	Surface resistivity
	5x109 to 1x1012 ohms

	Fibre composition
	100% chemical pulpwood or wood-free pulp, either sulphite or kraft; free from recycled cotton or synthetic fibres

	Abrasion resistance
	12mg weight loss maximum per 50 revolutions

	Wax pick (Dennison)
	12 minimum

	Dust
	65mg per carton maximum

	Porosity (Gurley)
	12 minimum

	Coefficient of friction

Paper to paper

Sheet to sheet
	0.40 to 0.70

0.075 (delta maximum)

	Opacity
	85.0% (minimum)

	Perforations
	Ties range from 0.2mm to 1mm (0.008 to 0.039 in)

Cuts range from 0.3mm to 4mm (0.012 to 0.157 in)

Tie-to-cut ratio not below 1:4

Tensile strength not below 1.0 kN/m

Perforations must end with a tie on the edge of the paper

Paper should be re-calendered after perforations are made

	Labels
	The following adhesive types can be used: acrylic polymer, styrene butadiene copolymer, polyisobutylene, latex and elastomer or rubber resin


3.
Mailing Envelopes – Primary Requirements TC "1.2 Mailing Envelopes – Primary Requirements" \f C \l "2" 
· Some enveloping machines utilise suction feed for envelope draw-off and this specification reflects that fact

· The envelope surface should be as flat as possible and should be of a bright colour with no large areas of dark printing

· The side seams should be inside the envelope, with an angle of 22° to 25°and a minimum overlap of 16mm

· Recommended paper weight for use in manufacture of the envelopes is 90gsm to 100gsm

· Paper porosity should be a maximum of 700ml/min (Bendtsen). 600ml/min is recommended

· Self-seal envelopes may not be used; re-usable envelopes must always be tested

· The address window must be gummed to at least 2mm from the edge of the window material and edge of window and must be secure on all sides
· The minimum envelope size is:
Height = height of contents + thickness of contents + 8mm

Width = width of contents + (2 x thickness of contents) + 16mm
· Envelopes should be packaged with 2 – 3 cardboard dividers within the boxes; the dividers should be slightly taller than the envelopes and should be made from card stiff enough to support the weight of a box above

· This specification does not cover items due for C4 or manual enclosing, or for digital full-colour printing. For requirements for these areas, please contact your Account Manager 
3.1
Detailed Requirements - Envelopes TC "3.1
Detailed Requirements - Envelopes" \f C \l "2" 
	Item
	Requirements & Recommendations

	Envelope types
	· Normal envelopes may be processed with or without an address window and with a flap at the top or the bottom

· Re-usable envelopes (with one side spot gummed) must be tested prior to use

· Self-seal envelopes may not be used

	Production method
	· Produced on roller machines so fibre direction runs from sealing flap to bottom flap

· Free of spots and splashes of glue both inside and outside; no holes or latex pockets in the paper

	Envelope quality
	· The envelope surface, even after storage, must be as flat as possible

· The envelopes should be of a bright colour without large areas of dark printing

	Envelope sizes
	· Height 100mm to 176mm (tolerance +/- 0.5mm)

· Width 162mm to 250mm (tolerance +/- 1.0mm)

· Minimum width = width of contents + (2 x thickness of contents) + 16mm

· Minimum height = height of contents + (thickness of contents) + 8mm

	Flap height
	· 40mm to 55mm (tolerance +/- 1.0mm)

	Throat depth
	· 18mm to 35mm (20mm recommended, tolerance +/- 2.0mm)

	Side seam angle
	· 20° - 25°, ideal angle = 22°
· Side seams should be inside, with a minimum overlap of 16mm

	Paper weight
	· 70gsm to 110gsm (90gsm to 100gsm recommended)

	Flap sealing time
	· 3 to 5 seconds (wet tack)

	Paper porosity
	· 700ml/min (maximum) Bendsten

· 6 seconds (minimum) Kern Blasi Meter

· 600ml/min Bendsten recommended

	Address window
	· Must be made of a non-curling consistent material and be securely gummed on all sides to at least 2mm from the edge of the window material
· Must be gummed on all sides to at least 2mm from the edge of the window to receive window material.
· The window should be non-reflective with rounded corners to cut-out

	Envelope flap adhesive
	· Adhesive must be made of a glue resistant to rolling and which does not cause the flap to swell during storage

· Adhesive weight 18gsm to 25gsm

· Side flap adhesive must start with a maximum gap of 4mm in the filling direction; unglued edges of the side flaps should be no more than 5mm measured from the start of the adhesive area

· The minimum width of side-flap adhesive is 3mm


2 Inserts – Primary Requirements TC "1.3 Inserts – Primary Requirements" \f C \l "2" 
· Inserts will be friction fed and this specification reflects that fact

· Glossy finishes to inserts are not recommended

· Inserts should not be dried by any agent that leaves a chemical residue on the surface

· All inks must be fully dried before being supplied to Opus Trust Communications Ltd.
· Unless it is not possible (i.e. for reply envelopes and thick stitched booklets) inserts should be ram-bundled

· Every insert supplied must have a stock code printed on the back of each item as well as on the packaging and delivery notes.
· See section 4 for more detailed requirements

4.1 Inserts - Detailed Requirements  TC "4.1
Detailed Requirements - Inserts" \f C \l "2" 
	Item
	Requirements & Recommendations

	Finished size range
	· Depth 70mm to 163mm

· Width 88mm to 235mm

· Allow a minimum clearance of 9mm for envelope depth and 20mm (10mm each side) for envelope width; see envelope specification in section 3 above

· Maximum thickness 2mm

	Weights & formats
	· Single sheet inserts (no fold) 130gsm to 200gsm

· Folded paper : 4pp 130gsm to 150gsm; 6pp 115gsm to 130gsm; 8pp 90gsm to 115gsm

· Folding should be along the long edge and along the grain of the paper and should not break the surface of the material

· Glue bound booklets: min 12pp, 80gsm to 115gsm, pages must be glued on the spine

· Stitched booklets: min 16pp, 80gsm to 115gsm, dimension between staple centres should be 37mm

	Slip ranges (Davenport)
	· Static slip range 0.45 – 0.55 recommended

· Dynamic slip range 0.23 – 0.33 recommended

	Sealer
	· Should be sufficient to prevent ink rub

	Drying method
	· If an anti set-off powder is used, it is important no free powder remains after drying

	Packaging
	· For more details regarding packaging of inserts see section 5 below


4.2 Insert – ADF – Detailed Requirements

  TC "4.1
Detailed Requirements - Inserts" \f C \l "2" 
	Item
	Requirements & Recommendations

	Finished size range
	· Depth 70mm to 163mm

· Width 88mm to 235mm

· Allow a minimum clearance of 9mm for envelope depth and 20mm (10mm each side) for envelope width; see envelope specification in section 3 above

· Maximum thickness 2mm

	Bar Code
	· Code width- for code printing in transport direction min. 8mm (see Fig.1)
· Code Length- for code printing in transport direction max.65mm.

· Code Clearance – minimum 5mm from edge in transport direction.

· Code type- Code 2 out of 5 interleaved, code 39 module

	Weights & formats
	· Single sheet inserts (no fold) 130gsm to 200gsm

· Folded paper : 4pp 130gsm to 150gsm; 6pp 115gsm to 130gsm; 8pp 90gsm to 115gsm

· Folding should be along the long edge and along the grain of the paper and should not break the surface of the material

· Glue bound booklets: min 12pp, 80gsm to 115gsm, pages must be glued on the spine

· Stitched booklets: min 16pp, 80gsm to 115gsm, dimension between staple centres should be 37mm

	Slip ranges (Davenport)
	· Static slip range 0.45 – 0.55 recommended

· Dynamic slip range 0.23 – 0.33 recommended

	Ink Sealer
	· Should be sufficient to prevent ink rub

	Drying method
	· If an anti set-off powder is used, it is important no free powder remains after drying

	Packaging
	· For more details regarding packaging of inserts see section 5 below



[image: image1]Fig 1

5
Packaging – Primary Requirements TC "1.4 Packaging – Primary Requirements" \f C \l "2" 
· Where used, cardboard boxes should be sturdy enough to prevent crushing at the bottom of a pallet

· For FSC or PEFC products, the FSC or PEFC logo and certification number must appear on the packaging.

· Interleaves should be used between layers of boxes on a pallet, as should corner protectors on the edges

· All pallets must be 4-way entry 40” x 48” (1000 x 1200)

· All boxes, reels and rams must be labelled with the stationery code, number of items within the bundle, a brief description of the item and package weight; date of manufacture is recommended

· All pallets should be covered with a polythene sheet, as should the items on them

· See section 5.1 for more detailed requirements

5.1
Boxed Items TC "5.1
Boxed Items" \f C \l "2" 
	Item
	Requirements & Recommendations

	All items – box weight & labelling
	· The carton should be rigid and only just larger than the items contained

· The maximum weight for any box is 10 kg

· The box must be labelled with the stationery code, a brief description of contents and the volume of items contained

· If possible, box weight and date of manufacture should also be shown on the label

	Cut-sheet paper – additional requirements
	· Paper should be ream-wrapped in packs of 500 sheets

· The direction of the curl on the paper should be printed on the outside of each ream

	Continuous paper – additional requirements
	· There are no additional requirements for continuous paper if fan-fold boxed

· For presentation of continuous stationery on reels, see 5.3 below

	Mailing envelopes – additional requirements
	· Envelopes should be boxed in single layers in boxes of 500 to 1000 items

· Envelopes should be stood on their longest edge within the box

· Cardboard dividers should be inserted within the box every 200 to 300 envelopes; the dividers should be slightly taller than the envelopes so as to prevent crushing

· Envelopes should be relatively tightly packed to prevent slippage and curling within the box

	Inserts – additional requirements
	· All inserts should be ram-bundled – see 5.2 below

· For business reply envelopes, packaging requirements are as per mailing envelopes above

· Inserts with bulky spine edges should be turned to reduce curl every 25 inserts

· If items are banded, bands must be paper and not elastic

	Palletisation
	· Pallets should be brick-stacked (i.e. layout of layers should alternate) and interleaved with either strong cardboard or hardboard

· Corner protectors should be used and the entire unit shrink-wrapped, top-boarded and banded

· A waterproof sheet should be laid between the pallet and the first layer of boxes

· A sample of the content of the boxes should be attached to the outside of the pallet together with a label detailing the item code, description, number of boxes and volume on the pallet

· Total weight must be displayed on the pallet and must not exceed 750kg


5.2
Ram-Bundled Inserts TC "5.2
Ram-Bundled Inserts" \f C \l "2" 
	Item
	Requirements & Recommendations

	All ram-bundles
	· Items should be ram-bundled using MDF end-boards fractionally larger than the insert

· All bundles must be 4-way banded

· Ram-bundle logs must be straight, “square” and must not induce edge curl in the insert

	Weight & labelling
	· The maximum weight for any bundle is 11kg

· The bundle must be labelled with the stationery code, a brief description of contents and the volume of items contained

· If possible, bundle weight and date of manufacture should also be shown on the label

	Palletisation


	· Pallets should be brick-stacked (i.e. layout of layers should alternate) and interleaved with either strong cardboard or hardboard

· Corner protectors should be used and the entire unit shrink-wrapped, top-boarded and banded

· A waterproof sheet should be laid between the pallet and the first layer of bundles

· A sample of the content of the bundles should be attached to the outside of the pallet together with a label detailing the item code, description, number of bundles and volume on the pallet

· Total weight must be displayed on the pallet and must not exceed 750kg


5.3
Packaging Requirements  - Reels TC "5.3
Reels" \f C \l "2" 
	Item
	Requirements & Recommendations

	Reel size & manufacture
	· Maximum roll diameter 36”

· Core size should be 70mm or 2 ¾”

· Reels should be tabbed at all web-breaks and plate changes

· Stationery codes should be printed as an integral part of the form (bottom right corner only) or towards the edge of the paper in the sprocket / run-off area

· There should be a 5 TPI perforation between sheets on the reel with a 3mm tie at each edge

· A label should be attached to the outside of each reel detailing stationery code, a brief description of contents and the volume of sheets on the reel; if possible date of manufacture should also be shown

	Palletisation
	· Reels must be presented upright on pallets with a maximum of 2 reels on each pallet with cardboard placed between reels to prevent adhesion.
· A waterproof sheet must be placed between the reels and the pallet

· The reels must be secured using chocks & should be strapped twice in both directions

· The pallet and reels must be polywrapped to prevent water damage

· Pallets must meet all other specifications given in 5.4 below


5.4
Pallet Specification TC "5.4
Pallet Specification" \f C \l "2" 
	Item
	Requirements & Recommendations

	Weight & Height
	· Maximum weight (including pallet)  750kg (boxed stock)
· Maximum height (including pallet) 1.22m (48”)
· 

	Pallet manufacture
	· All pallets must be solid open-ended pallets 1200mm x 1000mm (48” x 40”) and must be 4-way entry

· All ram bundled pallets must have wooden top-boards the same size as the base

· Top deckboards and top stringerboards must both be at least 15mm thick

· Corner blocks must be 150mm deep x 90mm high x 90mm wide

· Centre blocks must be 90mm deep x 90mm high x 90mm wide

· Bottom deckboards must be at least 15mm thick with chamfered edges; there must be 5 bottom deckboards covering the full perimeter of the pallet

· See diagram overleaf
· 

	Loading of pallets
	· Boxes etc. must be stacked flush to the pallet edges

· If part pallets are being provided, stock must be loaded evenly to ensure the pallet remains balanced

· Pallets of ram bundled stock must be banded twice in both directions using plastic straps (metal must not be used)

· Only one size and type of stock must be presented on each pallet, i.e. there should be no mixed pallets containing more than one type of stock

· Identification of pallet contents should be clearly labelled on adjacent sides of the pallet


Pallet Specification
Pallets should conform to the following specification:

1200 x 1000, Full 4 Way, Wooden pallet

(Drawings not to scale)
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Top View





Corner Blocks must be 150mm deep x 90mm high x 90mm wide





Top stringerboards must be at least 15mm thick





Top deckboards must be at least 15mm thick





1200mm





1000mm





Side View





End View





Centre blocks must be 90mm deep x 90 mm high x 90mm wide





Bottom deckboards must be at least 15mm thick, with chamfered edges





There must be 5 bottom deckboards covering the full perimeter of the pallet








Bottom View
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