ROADMAP – Contract No. 1072-1/16
FURNITURE (OFFICE & NON-OFFICE)

The County awarded Contract No. 1072-1/16, Furniture (Office and Non-office), to establish a pool of vendors to provide furniture from a wide variety of manufacturers. Vendors offering the greatest discount off of the manufacturers’ most recent published catalog or price listings, or the lowest mark-up for catalogued goods or services, were included in the pool.  This roadmap is a guide to using the contract and creates a consistent standardized procurement policy.  

Contract Access:

1. For Departments with In-house Building Standards or Replacing/Adding to Existing Furniture
Departments having an in-house design staff charged with setting building standards such as GSA and the Aviation Department shall have direct access to the contract. 

Departments may replace or add to existing furniture within buildings with established specifications to include loose furniture, such as desks, files, tables and chairs. Professional assistance is required by the department when procuring electrified systems furniture or other new layouts effecting the general floor plan, fire exit plans or life-safety systems.  Furniture purchases are also subject to the policies of the building management of the specific facility. In addition, GSA offers complete specification and other services to any department requesting such service.

2. For Departments with Outside Design Consultants or New Building Standards

Departments employing an outside design consultant must provide furniture specifications to GSA Design and Construction Services Division prior to acceptance of specifications developed by the consultant. 

New large-scale interior projects such as a new building or a significant renovation to an existing building are often the start of a new “building standard” of furniture and interior finishes.  Therefore, GSA review is also required for such specifications prior to contract access authorization. 

Vendor Selection:

	Purchases up to $250,000 

1. For each furniture purchase  with a value up to $250,000, the department will use the awarded vendor for the particular manufacturer product line being purchased following these guidelines: 

a. The department shall request a quotation from the awarded vendor(s) on the vendor’s letterhead indicating the current list price, the discount and the NET price.  The percentage discount shall not be lower than that offered with the original solicitation.  The mark-up shall not be higher than that offered with the original solicitation.
 
b. If the quote is accepted and within the above guidelines the department will issue a purchase order to the selected vendor.

c. The department is responsible for receiving and inspecting goods, invoice processing the assignment of capital asset identification tags, and all other project management related requirements.

Purchases over $250,000

2. For each furniture purchase with a value over $250,000, the Department of Procurement Management (DPM) will determine the appropriate procurement process which may include quality and/or price evaluations through a competitive process.  Department must contact DPM at Scope development to determine timeline and process for competition.		
Prior to Award 

Prior to making an award under this pool, departments are reminded to:

a. Obtain a signed Collusion Affidavit from the vendor to be recommended for award.

[bookmark: _GoBack]b.	Check that the recommended vendor is responsible, including checking the Pre-Award Vendor Website at http://intra.miamidade.gov/procurement/vendor-compliance.asp
Department may want to include a check of the vendor’s performance history in BTS. (Go to Vendors Home Page, click on Registered Vendors, locate the vendor, in that vendor’s profile, click on the Non.Perf.Hist. button.)

c.	In your notice to participants of the of the quote results, copy the Clerk of the Board (clerkbcc@miamidade.gov) and include language advising the vendor that the Cone of Silence is lifted.

(sample language - In accordance with the referenced solicitation, and Section 2-8.4 of the Code of Miami-Dade County, you are hereby notified that the ___ department, recommends award of this quote to:_______. Our provision of this notice also serves to confirm the lifting of the Cone of Silence from this procurement action as dictated by Section 2-11.1(t) of the County Code.)

       d.	Allow a three business day protest period, beginning the day after the award recommendation is posted with the Clerk and notification is sent to all participants. 
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