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1. 
Contract Summary and Scope
The Office Furniture Contract #15-42500-601 is a mandatory contract with an initial term of three (3) years and the option to renew for two (2) additional one-year terms.  All State agencies and University of Wisconsin (UW)-System campuses must use this contract when purchasing the following seven subcategories of office furniture:
-Seating (Ergonomic and Non-Ergonomic)

-Storage

-Tables

-Training Room

The contract scope excludes residence hall (institutional, not UW campus), kitchen, library, laboratory or lounge furniture. Refer to Badger State Industries (BSI) mandatory contracts for these products. 

DOA Contract Manager:
Sara Redford
WI Department of Administration

State Bureau of Procurement

101 East Wilson Street, 6th Floor

Madison, WI  53707-7867

Phone: (608) 267-2706
Fax:      (608) 267-0600

Email:  
" 

sara.redford@wisconsin.gov



Contact the DOA Contract Manager with any contract related questions. Authorized Users are also encouraged to contact their agency/campus/department purchasing office with any general questions on how to use the office furniture contract.
Purchasing Card (P-Card):

Yes

Cooperative Purchasing:

Yes

2.
Definitions
Authorized User: State agency, UW campus or other public body authorized to utilize statewide contracts, as established in §§ 16.73 and 66.0301 of the Wisconsin Statutes.
BSI: Badger State Industries.
Contractor: A furniture manufacturer who was awarded one, some or all subcategories of office furniture that are included in the scope of contract #15-42500-601. The terms “manufacturer” and “contractor” are used interchangeably throughout this document.

Cooperative Purchasing: Agreements by contractor to extend the State contract pricing to local units of government as defined in s. 16.73 Wis. Stats. Cooperative purchasing is not allowed from BSI.
Dealer:  A retailer and/or distributor of office furniture for the contractor/manufacturer.  
Seating (ergonomic): Office chairs with a 5-star base on casters that contain various adjustments to the backrest, arm rests, seat height and angle.  An ergonomic chair without arms is acceptable as long as the chair has a variety of other adjustable features.
Seating (non-ergonomic): Stacking, non-stacking, nesting, ganging, upholstered, non-upholstered, molded plastic or fiberglass, metal frame or wood frame chairs with or without arms.
Storage: Metal or wood vertical and lateral files, bookshelves, bookcases, storage cabinets and personal storage towers.  High density files, flame resistant files and track filing may be purchased from a contractor awarded the storage subcategory.
Tables: Laminate with metal base, and wood tables in various sizes and shapes. Includes conference room tables, coffee tables, end tables, console tables or any other type of table that the contractor supplies.
Training room: Includes any of the following capabilities:  adjustable height, mobile, nesting/folding, power/data capability.  
3.  Contractor List by Subcategory
Contract awards were made by subcategory. Although contractors may be able to provide a full line of products, they are only eligible to offer products from the subcategories that they were awarded.  
Under no circumstances may the contractor or dealer sell products under this contract to State agencies or UW campuses from subcategories they were not awarded. 

	Contractor
(Alpha Order)
	Seating

(Ergonomic)
	Seating (Non-

ergonomic)
	Storage
	Tables
	Training

Room

	Allseating
	●
	●
	
	
	

	Allsteel
	●
	●
	●
	●
	●

	B Nevins
	 
	 
	 
	●
	●

	Badger State Industries
	●
	●
	●
	●
	●

	CF Group
	●
	●
	 
	●
	●

	Ergogenesis
	●
	
	
	
	

	Global Industries
	
	●
	●
	●
	

	Groupe Lacasse
	●
	●
	 
	 
	 

	Haworth 
	●
	●
	●
	●
	●

	Herman Miller
	●
	●
	●
	●
	●

	HighMark Seating
	●
	●
	 
	 
	 

	The HON Company
	●
	●
	●
	●
	●

	Humanscale
	●
	 
	 
	 
	 

	Inscape
	
	
	●
	
	

	Izzyplus
	●
	●
	
	●
	●

	KI
	●
	●
	●
	●
	●

	Kimball
	●
	●
	●
	●
	●

	Knoll
	●
	●
	●
	●
	●

	Krug
	
	
	
	●
	

	The Marvel Group
	●
	
	
	●
	●

	Neutral Posture
	●
	 
	 
	 
	 

	SIS
	
	
	
	
	●

	SitOnIt Seating
	●
	●
	 
	 
	 

	Spectrum Industries
	●
	●
	
	
	●


	Steelcase
	●
	●
	●
	●
	●

	Workrite
	 
	 
	 
	 
	●


4.  Pricing and Product Information
Pricing spreadsheets contain contract information on the following: 

Tab 1
Vendors Awarded – Alphabetical listing of manufacturers and the awarded product subcategories.
Tab 2
Contractor Discounts – Alphabetical listing of manufacturers, product lines, dollar value ranges and corresponding discounts for each subcategory. This spreadsheet can be sorted by the following:

- Awarded Subcategory

- Manufacturer

- Bid Type   
- Product Line

- Discount Percentages

Tab 3
Contractor and Dealer Websites – Alphabetical listing of manufacturers, dealers and their websites. 
Contractors are responsible for offering correct pricing on their websites, the websites of their dealers, and in the catalogs they provide to the State.  
Tab 4
Dealers by Contractor – Alphabetical listing of manufacturers and their authorized dealers. This spreadsheet identifies certified minority-owned business enterprises (MBE) and woman-owned business enterprises (WBE).
Tab 5
Dealer Contact Info- Alphabetical listing of dealer contacts for ordering and customer service

Tab 6
Delivery and Installation – Alphabetical listing of counties and the dealer(s) that provide delivery and/or installation services in each county.
Tabs 7-42
Individual Dealer Delivery and Installation Tabs– Listed alphabetically by contractor, these tabs contain delivery and installation costs for each of their dealers and awarded subcategories.
To access the pricing spreadsheets, refer to the attachments on the VendorNet page for this contract.

http://vendornet.state.wi.us/vendornet/asp/ContractDetail.asp?SystemContractNumber=1913
Price Comparisons

To compare pricing, open the pricing spreadsheet attachment and follow these steps:
Step 1:
Refer to Tab 1 (Vendors Awarded) to identify the product subcategory of interest.
Step 2:
Refer to Tab 4 (Dealers by Contractor) to find dealers for the contractor’s products.  
Step 3:
Refer to Tab 6 (Delivery and Installation) to locate the county where the product will be delivered, and the contractor’s dealers who service that county.
Step 4:
Refer to Tab 3 (Contractor and Dealer Websites) to search for products and price lists, or reference the contractor’s hard copy catalog.  Dealer representatives may also be contacted for product information and cost.
Step 5:
Once the retail price has been obtained, refer to Tab 2 (Discounts by Manufacturer) to determine the appropriate discount off of list price.   
Step 6:
Once the net price has been calculated, refer to the applicable contractors’ tab to add the delivery or delivery and installation charge from the dealer you chose.  This charge will be part of the total cost.
Step 7:
If necessary, determine if the total cost (item plus delivery/installation) is below, at or above 3% of BSI’s total cost.  Refer to Section 5 (BSI Information and Waivers).
When performing price comparisons and ordering, consider the following:

· While manufacturer discounts are the same for each authorized dealer, delivery and installation charges may vary by dealer.  
· Volume discounts only apply within each subcategory.  For instance, if filing cabinets, conference tables and ergonomic chairs are being ordered from the same contractor on one order, there may be different discounts to apply for each product. 

· There is no requirement to purchase from the primary product list first. However, primary products may incur better discounts. Any contractor, including BSI, may offer lower pricing/higher discounts. 

· Not all dealers deliver to every county in Wisconsin.  Authorized Users should consult Tab 6 (Delivery and Installation) for more information.
· Verify that the contractor and/or dealer is authorized to sell each product of interest. If you are unsure which subcategory a product falls into, contact the DOA Contract Manager.

Product Demonstrations

Authorized Users can request product demonstrations, but dealers are not required to comply. Dealers are encouraged to offer product demonstrations. Ergonomic chairs should be tested before purchase. 

5.  BSI Information and Waivers
Wisconsin State Statute 16.75(3t) mandates purchasing from BSI when BSI’s price is comparable to market for the same/similar product. Agencies and UW campuses must always determine if BSI can meet their needs with a same/similar product at a comparable price before purchasing from another contractor.  
Price Quotes and the 3% Rule
For the purposes of this contract, a “comparable” price equates to a price that is within a 3% margin of total cost for product(s), delivery and installation. Agencies and UW campuses may compare pricing from BSI’s catalog or website (www.buybsi.com) with other contractors’ websites or catalogs when determining the 3% margin.
Ex:  An agency wants to purchase a table and searches the websites of several contractors for products and pricing. The agency calculates the contract price (from list price) and finds the following:

· AllSteel = $100

· Inwood = $110

· BSI = $115

· Knoll = $120

· Marvel = $125

BSI is not within the 3% margin compared to AllSteel or Inwood. The agency may purchase the table from Allsteel, Inwood or BSI.  
However, Knoll and Marvel are above the 3% margin, so the agency cannot buy either. If the agency wishes to purchase the Knoll or Marvel table, they must request a DOA waiver.

When BSI’s price is not within the 3% margin compared to another contractor, the agency or UW campus must maintain a written record of the price comparison.  This documentation should not be sent to the DOA Contract Manager unless requested.
· Agencies and UW campuses are not required to request pricing from other contractors if they choose to purchase solely from BSI, even when BSI’s price is higher than the 3% margin.

· Agencies and UW campuses cannot receive pricing from BSI and share that pricing with another dealer to negotiate a lower price for comparable product(s).  
· Agencies and UW campuses cannot receive pricing from a contractor or dealer and share that pricing with BSI to negotiate a lower price for comparable product(s).  

Exception:
Ergonomic seating is exempt from the 3% margin rule because of the need for the correct “fit” chair for the individual. However, if an agency or UW campus is purchasing ergonomic chairs in bulk that were not chosen based on the ergonomic needs of the individual(s), the 3% margin rule does apply.
All agencies/UW campuses must consider BSI’s ergonomic seating along with any other contractors in the ergonomic seating subcategory. 

Turnaround and Lead Times
According to PRO-C-33 (Procurement from Badger State Industries) of the State Procurement Manual, “BSI will review agencies’ requirements to determine its ability to provide commodities or services per the specification and delivery dates within five (5) working days of receipt of agency requirements.”  
The five-day turnaround pertains to the amount of time BSI has to respond to the agency/UW campus regarding whether or not they can supply the product/service within the requested timeframe.  This does not imply that BSI must give a quote for pricing in that time.  
For large projects, BSI must go on-site to evaluate the project in order to provide a quote. Communication between the agency/UW campus and BSI will determine the timeframe and the needs of the project.  
Agencies and UW campuses cannot request unreasonable turnaround times from BSI in order to obtain a waiver to purchase from another contractor.  
If an agency/UW campus considers BSI’s turnaround time for quotations and/or delivery to be excessive or unreasonable, contact the DOA Contract Manager.
Waiver Information
Although BSI manages other mandatory contracts for which they are responsible for providing waivers, the DOA Contract Manager is responsible for all waivers from this contract (#15-42500-601). 
To submit an automatic waiver or request a DOA waiver, use the form DOA-3828 (Waiver Request for Office Furniture Contract #15-42500-601). For instructions and further information on this form, review DOA-3828I (Waiver Key for Office Furniture Contract #15-42500-601). Forms are attached to the VendorNet cover page for the office furniture contract.
DOA waivers are required when:
· Agency/UW campus wants to buy office furniture from a vendor that is not awarded on this contract.
· Agency/UW campus wants to buy from a contractor who was not awarded the subcategory of interest.
· Agency/UW campus wants to purchase ergonomic chairs in bulk and the total cost for BSI product(s) is within the 3% price margin.

· Comparable product(s) are not offered by BSI and the total cost of the product(s) is at or over $25,000.
· BSI states that it cannot meet the standard lead time and products are at or over $25,000.

· Office furniture product of interest is not available from any vendor on the contract.
· Agency/UW campus wants to purchase from another vendor on the contract, though BSI can meet specifications and the price is within the 3% price margin.
Automatic (Auto) waivers can be obtained when:

· Products must match existing furnishings, it is not a BSI product, and is from a vendor on this contract who was awarded the subcategory of interest.

· BSI does not offer comparable product(s) and the product(s) are valued under $25,000.

· BSI has stated that they cannot meet the lead time and the product(s) are valued under $25,000.

· Products selected by a standards team in the design of a facility, BSI cannot provide a comparable product and the product(s) are valued under $25,000.

· Manufacturer product line has been specifically selected by a donor or granting authority. BSI proposal was reviewed and considered.
For additional waiver questions, see the VendorNet attachment, “FAQ for the Authorized Users”.
DOA Waiver Requirements
There must be a specific business need for a waiver. When requesting a waiver, the agency/UW campus must provide justification and all documentation to show that BSI/contractor cannot meet needs. 
Documentation includes correspondence with BSI representatives, agency/campus documentation of specifications, price quotes, etc. 
For DOA waiver requests (not auto waivers) a purchase order to another vendor should not be issued without a release number from DOA.  
6.  Ordering and Payment Information
Ordering
Authorized Users shall place orders directly with the contractor’s authorized dealers only.  Exceptions apply to BSI and Spectrum Industries, who accept and fulfill their own orders.  

Catalogs
The contractor, and each of its dealers, should provide catalogs (full color, if possible), samples (e.g. laminate, wood and fabric samples) and price lists to Authorized Users upon request at no additional cost. 
Payments

Authorized Users may pay using a purchase order or State purchasing card (P-Card).
7.  Service Level Expectations
The following are service level requirements. Contact the DOA Contract Manager for issues related to service.

Product Availability
The State will not allow cancellation of products used without an equal, acceptable replacement approved by the State. Contactors must notify the DOA Contract Manager of discontinuations and alternatives.

Product Quality and Warranties:

For all products sold, the contractor must be an original manufacturer, authorized distributor or dealer. Products sold will have a minimum of the manufacturer’s standard warranty for parts and labor. 
Contractor guarantees products free from defects in materials and workmanship, given normal use/care, over the period of the manufacturer’s warranty.  The contractor must repair or immediately replace without charge (includes freight both ways) any product/part that is defective/fails within the warranty period.

No Extra Fees
The dealer will not charge service fees (including delivery location fees) or additional costs to Authorized Users.  There will be no “small order”, “minimum order”, “special order” or P-card related charges.  
Any fuel surcharges must be agreed to by the DOA Contract Manager with written notice and justification.

Customer Service
Authorized Users should try to resolve issues with the dealer before contacting the DOA Contract Manager.  

Contractors should be available to meet quarterly to discuss concerns with Authorized Users upon request.
Contractors and dealers will provide all Authorized Users a single, local point of contact for questions and to resolve problems. At least one (1) customer service staff will be available during contractor/dealer’s operating hours. Representatives should be available by email, fax or phone (local or 800# preferred).

Delivery and Installation
Dealers have provided costs for delivery /delivery and installation that will be added to the net price.  
Delivery charges apply when the carrier unloads the product at a loading dock or entry area.
Delivery and installation charges apply to orders brought to a specific office or location (not loading dock).
Receiving Procedures and Order Inspection
When receiving products, Authorized Users are encouraged to use the following procedures:

1. Inspect each product within five (5) business days after receipt of order (ARO), or at a later date agreed to by the Authorized User and dealer.  Products delivered will also be inspected at time of use and are subject to refusal and return for issues of quality.

2.
Note any quantity discrepancies and visible damage on the dealer's delivery ticket.  Discrepancies or damages noted must be initialed by the dealer's delivery agent.

3.
Adjust delivery tickets to compensate for any deviations.

4.
Refuse delivery and note reason on delivery ticket if, upon inspection, products are found to be in unacceptable condition.  Dealer’s delivery agent shall initial any such notes.

5.
Sign the dealer's delivery ticket and retain a copy for your records when satisfied that the shipment is in proper order and/or all discrepancies have been properly noted and initialed.

Dealers must allow adequate time for these procedures at each delivery location.

Delivery Dates, Times and Locations
Dealer will deliver the products by the delivery date specified in any executed attachment, appendix or order referencing the contract. If no date is specified, dealer will deliver products within thirty (30) days ARO.

Deliveries must be complete by the date noted on the order, unless modified by agreement of Authorized User and dealer. Poor planning by the dealer does not constitute an emergency, nor do delays caused by other customers.  Authorized Users have final determination of whether or not to accept late deliveries.

The DOA Contract Manager must be contacted with delivery issues before assessing liquidated damages.

Rush or Expedited Delivery
Authorized Users should confirm the manufacturer/dealer’s lead times and quick-ship programs prior to ordering to determine if rush delivery is required and/or possible and if there will be additional costs.

No handling surcharges will be added or discounts lost for any rush or expedited orders unless the order is placed as a rush upon the request of the Authorized User. Any rush delivery that occurs as a result of dealer’s or contractor’s error (e.g. stock-outs, etc) will be free of charge.  

Returning Products
Any materials delivered in poor condition or not included on the requisition form/purchase order may, at the Authorized User’s discretion, be returned at the dealer’s expense within thirty (30) business days.  Once the returned goods are received, the dealer must immediately issue credit(s) for returned goods.

If product is returned to a dealer for failure of performance or to meet specifications, the dealer will refund all amounts paid for such product or replace the product, of which the following applies:

· Within ten (10) business days of written notification by the Authorized User, the dealer will make arrangements for the return of the product.  Notice by email is acceptable.

· Dealer will bear all shipping and insurance costs.

· Dealer will be liable for damages to the product, unless caused by fault or negligence of the Authorized User that occurs during the return process.

Manufacturers and dealers are not required to accept returns due to Authorized User error. The Authorized User may negotiate with the dealer and/or manufacturer a restocking fee or an allowance of return on specific items.  

Duplicate or Over-Shipment
Upon notification by the Authorized User of a duplicate or over-shipment, the items must be removed at the dealer's expense in a timely manner, as determined by agreement between the dealer and/or contractor and the Authorized User.  If such goods are not removed within thirty (30) days of written notification, the State reserves the right to dispose of them as its own property and will not be held liable for the cost.
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