“Apples to Apples”

Tips for writing a furniture RFP
to yield more accurate and consistent results

Systems, Furniture Casegoods, Ancillary Product Services, Freight & Sales Tax

The Purpose of a furniture RFP:

1) Determine best value between various furniture
manufacturers.

2) Identify furniture options between each
manufacturers’ pricing, aesthetic, finishes, and
lead-time.

3) Evaluate which manufacturer and dealer can
offer the best solutions per the project
requirements (products + services).

4) Gain insight to the furniture dealer
qualifications, history, and project team
facilitating the specification, procurement,
delivery, and installation process.

Expectations for this presentation:

To arm you with the tools that will reduce your time spent on the RFP process and receive more accurate
information per the RFP request:

+ Reduce RFI questions for clarification from furniture dealers
+ Receive more accurate results to the RFP request

+ Receive dealer BID submittals that are more comparable/consistent to each other — “apples to apples”

Overall Concept to RFP writing:
Simplify + Generalize

Labels, Legends & Lengths
Finishes & Materials

Bring the Power

Overall Requirements of the Project
General Notes

Always Include...

Types of RFP’s:
+ Provide a Budget
+ Proprietary

+ Best and Final

Simplify + Generalize:

+ Structure RFP around “typicals” for workstation and private office to receive apples to

apples manuf: 10on b and price

+ Chose the most repeated workstation cluster to layout and price based on your typicals to
achieve panel share factor which is needed to establish an overall workstation budget

*Asking dealers to layout and price the overall floor plan will result in many RFI
questions.

+ Outline the material, function, and size required for the furniture.
*i.e. — metal , BBF pedestal, 6'x8" workstation.

+ Industry standard for furniture sizes are consistent throughout most manufacturers; being
sizes in 6”increments.




Overall Floor Plan
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Finishes & Materials:
+ Confirm Wood Veneer vs. Laminate vs. Metal (for panels, surfaces, supports & storage)
+ Indicate desired edge detail and material

+ For Monolithic, Tiled, or Stack panels confirm: desired panel heights, materials for panel interior & exterior
and at what vertical locations (glass, metal, fabric & grade, laminate, paint, veneer)

+ State if finishes are to be priced as “standard” or include the material grade level to specify

+ Include spec’s for customers own material (fabric, leather, laminate, wood stain match, etc.) if that is part
of the scope
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Labels, Legends & Lengths

+ Providing a typical plan, elevation and/or 3-D view best illustrates RFP components, sizes, heights, and
materials

+ Specify desired panel heights + finishes (includes panel trim)
+ ldentify and label each storage component or provide a simple legend to identify each component

+ With upper and lower storage components confirm: flipper door vs. hinge door vs. sliding door; closed
door vs. sliding door vs. open shelf vs. pull out drawers

+ Dimension the typical
Show the interior measurement
Call out the desired thickness of the panel for the project. Beware of Panel Creep!

+ Optional items to confirm if to include or not:

Task lighting Keyboard Trays
Tack boards Monitor Arms
Tool rails Pencil/Center Drawer

Tool rail accessories Key alike or non-locking

Outlining the finishes + general information will enable the dealer to provide more accurate pricing per
the requirements of the request.
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* Power in-feed locations, # of outlets, and location of power run need to be indicated.

Bring the Power:

Power is often overlooked which can greatly effect the function
and pricing of a BID submittal and not allowing for an “apples to
apples” result. Identifying the following items will help.

+ Type of power (base feed or top feed)

+ Number of outlets per workstation

+ Location of powered panels for systems furniture

+ Beltline Power?

+ Equipment requirements at workstions
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PRIVATE OFFICE TYPICAL 1-A: FURNITURE LAYOUT AND
FURNITURE LAYOUT AND PRICING SPECIFICATIONS
PRICING SPECIFICATIONS

* Requirements for power access or inclusion are not indicated.
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Requirements of the Project:
+ LEED requirements
+ Project time-line: occupancy date and/or phasing

+ Budget: to gain understanding of appropriate
furniture lines to recommend

+ Known delivery or installation restrictions

+ Mock-ups




General Notes:

+ Language/Terminology: Although pretty standard across the board there are language
differences that come into play amoungst the manufacturers.

+ Understand the effects of “Custom” products.

+ Provide clear directions on what to price how and how to present this information.

+ State what takes precedence — the written description OR the visual example.

+ Explain if and what “alternatives” are acceptable in a bid submittal.

+ Tell the dealer how to present “alternatives” in the bid submittal.

Additional Examples

General Notes Continued:

+ Provide delivery time-frame requirements, the building Rules & Regulations, or
contact name to obtain that info.

+ The dealer is typically responsible to the furniture specification, procurement, receipt,
delivery, installation and punch resolution. Please state if there are any conditions in
addition to or not required.

+ Understand that freight costs are dependent on the manufacturer selected and final
quantity per shipment. Not all manufacturers charge freight.

+ Incorporating time for a meeting with the dealer once the RFP is released to review
the requirements will be helpful.
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Always Include:

+ Project/Client name
+ Delivery & Installation address
+ Schedule or Occupancy Date (delivery start date)
+ Scope or Outline of product to include BID
+ What to include in BID Submittal

+ Pricing

+ Typicals/floor plans

+ Brochures

+ Spec sheets

+ Warrenty information

+ Dealer information: project team, history and references
+ Deadline to submit questions & to who's attention.
+ Contact information to provide BID submittals

+ In what format (electronic or hard copy)

SPEC SHEET




o + Proprietary BID where “like alternatives” were
acceptable.

+ Layouts of typicals were provided.

+ This text was copy pasted on each workstation
spec sheet and layouts did not match the

Providing a spreadsheet matrix can structure a consistent format for each bidding dealer to complete.

Questions?

Contact:

Brooke Moran, [IDA
Director of A&D Solutions
MOl

571-212-5463




