Contractor and Dealer Guidelines
The following are guidelines and instructions for better usage and understanding of the Office Furniture Contract #15-42500-601.
· Read the ACE User Guide for the contract and contact the DOA Contract Manager with any questions.
· Review your contact information in the User Guide and the Pricing Spreadsheets to make ensure all the information is correct.

· Whenever there is a change to contact information, product offerings, dealers, etc notify the DOA Contract Manager of changes.

Contractors (Manufacturers)  
· To add additional Dealers, complete the appendices listed below and send the written request to the Contract Manager.  
These forms were included in the original RFP:
-Appendix K2 – Dealer Information, form #DOA-3477 
-Appendix M2 – Dealer Cooperative Purchasing, form #DOA-3333 
-Appendix F – Dealer Installation Information 
-Appendix G – Dealer Qualitative Responses 

These appendices are attachments to the VendorNet cover page of this contract.  
· Encourage your Dealers to register on VendorNet so they received automatic email updates when posted:  http://vendornet.state.wi.us/vendornet/default.asp 

· Monthly reporting will not be required as stated in the RFP.  Instead, quarterly reports are required.  
Reports must be submitted using the State-approved reporting template.  See the Vendor Quarterly Report Forms attachment on the VendorNet cover page for this contract.  

As required by contract, manufacturers are responsible for sending quarterly reports to include usage information for all of their dealers.
Dealers
· Ensure that you are applying the correct delivery and installation charge according the percentage submitted in the RFP.  Your costs may vary from each manufacturer for which you are distributing for.  
· To avoid mistakes, use the Delivery & Installation and individual manufacturer tabs in the Pricing Spreadsheets attachment to VendorNet to find the costs associated with your manufacturer.  















