Attachment #1

Vendor Contract #0000000495, Change Order #2
12/01/02 through 11/30/03
OFFICE ENVIRONMENT, INC.

525 Boren AVE N

Seattle WA  98109

Phone:  206-343-7401

FAX:    206-624-7354

A.1
Task Chairs Minimum Standards

Vendor shall provide chairs that meet or exceed the following standards.
· Height adjustable with pneumatic lift.  Higher or lower lift options should be available. 

· Seat pans adjustment (depth) – fore/aft control.  (A variety of seat sizes may accomplish this, but is less desirable).

· Seat pan adjustment – forward tilt

· Adjustable lumbar support positioning

· Adjustable seat back – tilt

· Adjustable arm rests, both height and width (if arms rest are requested)

A.2
Delivery
Vendor shall provide inside delivery, which is included in the chair pricing.  Inside delivery is defined as the person(s) delivering the chair shall deliver the item(s) to the exact location requested by the end-user.  Each chair shall be delivered fully assembled and accompanied by an instruction manual.  Delivery person shall remove all cardboard boxes and packing materials.  Delivery shall be made between the hours of 8:30AM – 4:30PM, Monday through Friday, excluding City of Seattle Holidays.  Prior to delivery, vendor shall call end user to confirm date and time of delivery.

A.3
Local Service

Vendor shall provide local service.

A.4
Response Time for Service
Vendor shall return the call within 24 hours to set up a time for repair.  On-site repair or pick-up shall be made within 48 hours.  Upon request, if the chair cannot be repaired on-site, a loaner chair will be provided at no additional cost to the City.

A.5
Chair Fittings
Upon request by the customer, the vendor will conduct chair fittings at no additional cost to the City.  This shall include a personal consultation with the end-user to determine what chair would best meet their functional requirements, within 48 hours after customer’s request (unless otherwise agreed to by the customer).

A.6
Chair Training
Upon request by the customer, the vendor will provide chair training at no additional cost the customer.  This shall include scheduling an appointment with the end-user either at time of delivery or within one week after delivery, unless otherwise agreed to by the customer, and training the individual user on how to use the chair and help adjust the chair according to the previous fitting; or provide a training video tape or CD or via internet.

A.7
Testing and Evaluation of New Chairs
Vendor will provide a demo chair for employee testing and evaluation at end-users request.  Chairs will be sent within 48 hours of request and may be tested for up to 15 calendar days, unless other arrangements have been made.  

A.8

Order Placement
Vendor shall accept orders placed by telephone, and fax.  Vendor shall require the ordering City employee to state his or her name, department/unit name, low org number, telephone number, and ship-to address. The City may change this list of low org numbers at any time.  

A.9

Invoices
Vendor shall accurately invoice per the prices in the contract.  Vendor shall mail invoices in duplicate to the ordering City department’s accounts payable office or per the Department’s instruction.  A list of accounts payable offices is provided in Attachment 3.  Invoices shall also include the contract number, description, manufacturer’s list price, the City’s price, City’s discount and low org. 

A.10
Most Favored Customer

Vendor shall not charge the City of Seattle a higher price than that of another customer purchasing the same product and same quantity.  Any special promotions, incentive programs, price cuts, rebates, or warranty extensions offered during the term of the contract shall be passed on to the City of Seattle.

A.11
Incorrect Orders, Deliveries, or Defective Material
The ordering department will notify Vendor within five (5) working days after receipt of any incorrectly ordered, delivered or defective material.  Vendor will provide the department with a return authorization within two (2) working days from request for authorization.  The Vendor will pick up the material and return it to the Vendor’s facility within three (3) working days.  No service charges or restocking fees for items returned as a result of error by the Vendor, including but not limited to, damage, incorrect deliveries, or material overages, shall be invoiced to or paid for by the City.  Items returned by the City may be subject to a reasonable restocking fee.  The Vendor will state, if applicable, its restocking fee on Attachment 3.  (See Section 4.3.)

A12
Compliance to Specifications


The contract may be evaluated periodically throughout the year to determine that all service, quality and delivery requirements are being met according to specifications and to insure that vendor adheres to contract pricing.

A.13
Usage Reports
Vendor shall provide City-wide usage reports to the City’s Buyer within one month from request.  The Vendor shall provide departmental specific usage reports upon the request of the department, but no more often than one time per month.  The reports shall be submitted in hard copy and on 3-1/2” hard disk. The format on 3–1/2” hard disk may be Microsoft Excel for Windows or later version, Microsoft Access or later version, or ASCII delimited.  The report shall include:

City’s Ordering Low Org  

Manufacturer

Manufacturer Stock Number 

Description (shell color, fabric name, color, etc.)

Year-to-date Quantity Purchased

Manufacturer’s Unit List Price

City’s Unit Price


A.14
Major Emergencies or Disasters
Vendor will be subject to the provisions concerning “Major Emergencies or Disasters,” per Attachment 2. 

A.16
Cooperative Purchasing
The City of Seattle has entered or will enter into Interlocal Purchase Agreements with other governmental agencies pursuant to RCW 39.34.  The Vendor agrees to sell additional items at the bid prices, terms and conditions to other governmental agencies.  The City of Seattle accepts no responsibility for purchases made by other governmental agencies

