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  FEDLINK Serials Subscription Services
Serials Subscription Checklist
This checklist is intended to assist you in providing all of the information necessary in preparing your serial subscriptions RFQ.  Items 1 through 13 are basic information needed for your competition and should be included with your electronic title list submission.  Most libraries will only need to complete 1 through 13

Items 14 through 24 on page 2 identify possible requirements for optional services and may require a detailed narrative or description.

____ 1.  Provide electronic version of title list in alphabetical order broken down by ship-to addresses.

____ 2.  Indicate number of titles, and number of subscriptions.

____ 3.  For each title indicate start date, ISSN, number of copies, frequency, and delivery format (print, print plus online, electronic only).  Include a special notation for newspaper orders plus delivery and frequency. 

____ 4.  Indicate any special arrangements with publishers including publisher’s packages, memberships, etc.  Identify any pre-negotiated rates or terms and conditions you expect the vendor to handle for a title.

 ____5.  Number of ship-to’s:________

____ 6.  I have attached a list of foreign addresses.

____ 7.  Indicate any general special shipping or delivery needs (or identify title by title in the list if subscriptions):

____ 8.  Provide number of FTE’s, #of IP addresses, size of agency and/or number of sites, if ordering electronic journals.

____ 9.  Average number of claims is ______ per ______ (month or quarter or year).

____ 10.  Claims are submitted __________  (daily, weekly, monthly, quarterly or other frequency).

____ 11.  Require customer copy of invoices in paper ___ or electronically ____.  Electronic format: 

____ 12.  Special needs for managing funds, e.g. what to do if renewal list exceeds funding amount authorized, or how to handle bill-later titles:

____ 13. Require standard pricing:  Publisher’s List Price plus firm-fixed fee/discount.

Optional Services

____ 14. Require Firm Fixed Pricing (must be recompeted every year).

____ 15. Require Average Price Index.

____ 16. Require Journal Check-In (physical processing needs are attached).

____ 17. Anticipate large number of missing issues.  Approximately_______.

____ 18. Need MARC Serial Records.

____  19. Need additional customized reports in paper or electronically (description attached, including format if electronic.).

____ 20. Need access to web-based vendor interface to manage subscriptions:  ____claims;  ____ subscription information;  ____ submit renewals and new title orders.

____ 21. Require ILS interfaces.  System name:

____ Data required:

____ Additional description attached.

____ 22.  Require interface to electronic journals via subscription agent’s system.

____ 23.  Description attached outlining required additional support for electronic journals, e.g. management of IP addresses, links, user authorizations, etc.; identifying opportunities in consortia; managing licenses.  Do not describe unless you are currently receiving such services from your subscription agent, or can identify specific needs.

____ 24.  If you have special concerns about past performance, attach a brief description.  Be prepared to submit documentation that you collected when you were working to resolve problems.
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