Attachment #3 to Change Order #5

VENDOR CONTRACT #B90404

11/01/00 through 2/28/01


DATE:

June 11, 1998

TO:

Department Heads

FROM:
Melody Mociulski, Purchasing Manager

SUBJECT:
New Procedures for Furniture Acquisitions

We are pleased to announce new procedures for furniture acquisitions that will ease  paperwork, speed the receipt of goods, assure the City is receiving a good value, and will support employee safety, environmental stewardship and social responsibility.  In addition, these new procedures will result in furniture consistency among departments which will be beneficial as the City implements its downtown civic center plans.  These procedures are the result of the hard work of a Furniture Task Force and other City employees, and reflect the City’s commitment to customer service, cost effectiveness and social values.  We applaud them for their effort.  

These procedures are effective immediately.

Task/Desk Chairs
1.  This procedure should be used when acquiring task/desk chairs.  

2.  Task/Desk chairs should be purchased using a direct voucher pursuant to ESD Rule #97-2.

3.  When acquiring a task/desk chair, attention should be paid to the ergonomic needs of the individual employee.  It is recommended that the employee evaluate one or more chairs prior to making a selection for acquisition.  Chair evaluation should be arranged between the department and the vendor.

4.  Departments are highly encouraged to acquire task/desk chairs from WMBE vendors.  Suggestions for these vendors include:


Ebony Office Interiors (MBE)

206-762-1676


Facility Resource Inc. (WBE)


206-764-7000


First Team Inc. (MWBE)


206-767-5717


Keeney’s Office Products Inc. (WBE)
425-556-1735


Krazy Kay’s Office Supply (WBE)

206-285-4773


Officemporium (MBE)


206-720-4000


Trick & Murray Stationers (WBE)

206-628-0059
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Panels
1.  This procedure should be used when acquiring panels.  

2.  Panels may not be acquired using a direct voucher regardless of the dollar value.

3.  Steelcase brand is the City’s de facto standard for panels.  Steelcase brand panels should be purchased using Blanket Contract B90404 with Bank & Office Interiors.  Contact Kevin Varney at 206-768-0225.

4.  Departments are highly encouraged to purchase remanufactured Steelcase brand panels in support of environmental stewardship as well as for significant cost savings.

5.  Departments who desire panels other than Steelcase brand shall submit an exception request to the Municipal Facilities Administrator (MS 15-14-02 or email Norma Miller).  If the exception is approved, the department shall submit a purchase requisition to Purchasing Services, regardless of the dollar value of the acquisition, and attach a copy of the exception approval to the requisition.

Workstation Furniture
1.  This procedure should be used when acquiring desks, returns, work station tables,  computer furniture, credenzas, file cabinets, bookcases and storage cabinets. 

2.  Workstation furniture may not be acquired using a direct voucher regardless of the dollar value.  

3.  Steelcase brand is the City’s de facto standard for work station furniture; however, it is recognized that there are instances wherein high quality steel grade furniture is unnecessary or undesirable.  Furthermore, departments may not purchase panel-dependent or wood furniture.  See #6 below for procedures for exceptions and options.

4.  Steelcase brand workstation furniture should be purchased pursuant to Blanket Contract B90404 with Bank & Office Interiors.  Contact Kevin Varney at 206-768-0225.

5.  Departments are highly encouraged to purchase remanufactured Steelcase brand workstation furniture in support of environmental stewardship as well as for cost savings.

6.  Departments who desire workstation furniture other than Steelcase brand or who desire panel-dependent or wood furniture items may:

a)  submit an exception request to the Municipal Facilities Administrator (MS 15-14-02 or email Norma Miller).  If the exception is approved, the department shall submit a purchase requisition to Purchasing Services, regardless of the dollar value of the acquisition, and attach a copy of the exception approval to the requisition; or

b)  purchase from the Office Supply Blanket Contract provided the furniture has an item value of $200 or less, and the total order does not exceed $5000.  The vendors holding office supply blanket contracts are:
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Corporate Express


B90379
206-628-8287


Keeney’s Office Products Inc.
B90377
425-556-1735


Krazy Kay’s Office Supply

B90342
206-285-4773


Office Depot



B90343
800-597-3181


Trick & Murray Stationers

B90378
206-628-0059

Common Area Furniture, Other Non-Workstation Furniture and Chairs Other than Task/Desk Chairs
1.  This procedure should be used when acquiring conference room, reception area, other non-workstation furniture, and chairs other than task/desk chairs.

2.  Departments are highly encouraged to purchase remanufactured furniture.

3.  Common area furniture, other non-workstation furniture and chairs other than Task/desk chairs may be acquired by using the B&OI/Steelcase Blanket Contract B90404, by using the Office Supply Blanket Contracts for items valued $200 or less, or by using a direct voucher pursuant to ESD Rule #97-2.

4.  When using a direct voucher to acquire common area furniture, other non-workstation furniture and chairs other than task/desk chairs, departments are highly encouraged to acquire from WMBE vendors.  Suggestions for these vendors include:

Ebony Office Interiors (MBE)

206-762-1676


Facility Resource Inc. (WBE)


206-764-7000


First Team Inc. (MWBE)


206-767-5717


Keeney’s Office Products Inc. (WBE)
425-556-1735


Krazy Kay’s Office Supply (WBE)

206-285-4773


Officemporium (MBE)


206-720-4000


Trick & Murray Stationers (WBE)

206-628-0059

cc:
Furniture Task Force


Carol Adelberg

Dove Alberg

Patricia Bell-Wyrick



Pam Bishop


Joan Blazina

Chief S. Brown


Diane Clausen


Lynn Hegler

Joanne Ivanek



Ann Kelson


Pat Kirkness

Monica Lake


Vern McRae


Audrey Nakanishi
Melinda Nichols



Merle Overland

Sara Sacra

Mei-Lin Tagalin


Signature Authorization for Purchase Requests


APPO Group


Bank and Office Interiors, Office Supply Contractors


WMBE Furniture Vendors
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