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[bookmark: _Toc469058785][bookmark: _Toc474231144][bookmark: _Toc466038560]Furniture MANAGEMENT AND Fixtures & Equipment SUPPLY Service
Generally, Furniture, Fixtures and Equipment (FF&E) typically covers all equipment that is moveable and not a permanent connection to the building.
The items that will typically constitute FF&E in the context of the Employer’s new operating model, and how they are categorised for the purpose of the new supply chain are set out in the list below. Please note this list is not exhaustive and only provides an indication of how the Employer’s furniture, fixtures and other office equipment is categorised –
Furniture: 
Office Chairs;
Office Desks;
Pedestals;
Office storage systems, wardrobes, filing cabinets etc;
Lockers;
Meeting room tables and chairs;
Canteen tables and chairs; and
All ergonomic related furniture e.g. specialist furniture as part of an occupational health assessment
 
Fixtures and Equipment:
All white goods (such as but not limited to fridges, freezers, cookers, microwaves, toasters, kettles)
Desk fans;
Foot stools;
Coat stands;
Notice boards;
White boards; and
Blinds.

The Employer’s FF&E does NOT include:
IT equipment (which is managed and sourced via a separate provision).
Office electrical machines, faxes, photocopiers, telephones, printers etc (which are managed and sourced via a separate provision).

[bookmark: _Toc469058786][bookmark: _Toc466038561][bookmark: _Toc474231145]Overview of the Current Supply Chain Structure 
Currently, all F,F&E supply and management services are fully outsourced with no in-house service provision within the Employer’s estate.
The specification of the furniture is based on the Employer’s Job Centre Plus Environmental Guide (JPEG) standard.
The current PRIME contractor has a single preferred FF&E supplier. This supplier currently provides the following:
Project management, planning, design and logistics services;
Repairs and maintenance including key and lock replacement; furniture repairs; asset tagging and maintenance scheduling; 
Furniture resizing, reupholstering (to change colour and finish); and
Recycling and disposal of FF&E.

[bookmark: _Toc474231146]FUTURE PROVISION
The Employer is currently reviewing both the front of house and back of house design standards and developing a schedule of new FF&E products that are aligned to the Government Property Unit’s designs and the Employer’s own Smart Working Programme. Details of all relevant standards and policies will be made available during the Mobilisation Period.
[bookmark: _Ref470092508]The Employer intends to procure its FF&E requirements via existing and/or new public sector framework agreements, including a new Crown Commercial Service Standard Furniture Framework Agreement. 
The Employer however recognises that, in addition to other services set out in clause 4 below, the Contractor may potentially be well placed to supply some of its routine, day to day fixtures and equipment requirements.
The work allocation methodology to be applied in determining whether the Employer’s routine, day to day fixtures and equipment requirements shall be procured via the Contractor, or suppliers on the framework agreements referred to in 3.2 above, or via other means, shall be set and governed by the Employer, and managed by the Supply Chain Integrator’s project management office (PMO) team, and it is anticipated that the criteria shall include but not be limited to:
Supplier capacity at the time the work needs allocating; 
Geographical location;
Scope of requirements;
Ability to demonstrate value for money;
[bookmark: _Toc470090092]Such other criteria as may be relevant to the Employer’s business requirements at the material time.
It is anticipated that the Contract shall also provide an on-site acceptance and installation service, as required, in respect of FF&E delivered by the FF&E suppliers. 

[bookmark: _Toc474231147]THE CONTRACTOR’s ROLE 
A general overview of the FF&E services the Contractor may be required to undertake under this Call Off Contract is as follows:: 
Co-ordination of the delivery and installation of new furniture from the furniture supplier(s);
Provision of on-site acceptance, and installation services in relation to some ‘out of the box’ FF&E deliveries received from FF&E suppliers. Refer to 5.7 below;
Supply of some of the Employer’s routine, day to day Fixtures and Equipment requirements; 
Provision of an online catalogue from which the Employer may order approved Fixtures and Equipment;
Receiving Task Orders from the Supply Chain Integrator and responding to priority level call outs to attend sites for the making safe, maintenance and repair of out of warranty FF&E; 
Where economically viable, provision of storage facilities and managing a register stock-holding of all second hand FF&E surplus stock including a delivery and installation service;
Provision of an economic and operational viability assessment on whether FF&E assets that are no longer in warranty, are beyond economic repair, replaced from surplus stock or ordered new from the FF&E suppliers;
Provision of support to other members of the supply chain in keeping the onsite and surplus storage FF&E asset register up to date; 
Asset tagging service; and
Recycling and disposal of obsolete FF&E;
It should be noted that the Employer’s FF&E requirements for new office fit-out projects shall be scheduled and procured by the projects professional services team with installation overseen by a fit-out contractor.

[bookmark: _Toc469058787][bookmark: _Toc474231148]the Employer’s Role
The Employer shall be the custodians of the FF&E design standards. The FF&E design standards shall provide a core list of all FF&E products that have been pre-approved and support all of the estates standard FF&E requirements to meet the Smart Working office design and Job Centre design standards.
The Employer or the Employer’s representative shall issue instructions to the Contractor for the provision of such Fixtures and Equipment as may be required from the Contractor from time to time, via a Work Order. The Work Order process will establish the specific fixtures, equipment and services required by the Employer; and the fees payable by the Employer in relation to each Work Order.
The Employer shall provide an occupational health (OH) policy and procedure. 
The Employer shall provide FF&E process maps to be followed by the supply chain. 
The Employer shall hold directly a contract with one or more FF&E supplier/s. It is likely the FF&E supplier/s shall be appointed through a Crown Commercial Services and/or another government approved framework agreement.
The Employer’s staff shall have the ability to order via the Supply Chain Integrator’s help desks ad-hoc FF&E requirements. Orders shall be placed via online FF&E catalogues set up and maintained by the relevant FF&E suppliers.
[bookmark: _Ref470093342]For ‘out of the box’ FF&E  that requires minimum assembly or installation, the Employer’s staff who place direct orders shall have the option to accept delivery directly from the FF&E provider making deliveries to their site. Alternatively the order can request either the FF&E supplier or an on-site FM resource to complete the onsite delivery. 
The Employer shall, from time to time, carry out an audit of the FF&E process and FF&E asset register.
The Employer shall be responsible for authorising any FF&E products that are requested by the business that are not part of the pre-approved catalogue.
The Employer shall be responsible for managing any unresolved escalation issues with members of the supply chain supporting FF&E provision.

[bookmark: _Toc469058788][bookmark: _Toc474231149]supply chain Integrator’S ROLE
The Supply Chain Integrator shall be responsible for compliance monitoring and reporting of the FF&E design standards and FF&E process procedures.
The Supply Chain Integrator shall be responsible for ensuring all staff receive OH and display screen equipment (DSE) assessments in accordance with the Employer OH policy and procedures.
The Supply Chain Integrator’s help desk shall be used for routing and raising necessary Task Orders for all FF&E related incidents between on-site office staff and the relevant members of the supply chain.
The Supply Chain Integrator shall be the Employer’s nominated authorised agent for placing orders directly with the FF&E suppliers.
The Supply Chain Integrator shall be responsible for seeking the Employer’s authorisation and the placing of orders for any specialist, non-standard office furniture.
The Supply Chain Integrator shall be responsible for ensuring all members of the supply chain follow the Employer’s FF&E governance and process procedures and for escalating and reporting non-compliance to the Employer.
The Supply Chain Integrator shall be responsible for issuing regular expenditure reports on FF&E to the Employer.
The Supply Chain Integrator shall be responsible for demand management of both day to day ad-hoc furniture provision and larger one off orders for fit-out projects.
The Supply Chain Integrator shall be responsible for maintaining an accurate FF&E asset register with input and support from the Contractor.
The Supply Chain Integrator shall be responsible for co-ordinating IT / technology associated with FF&E installations.

[bookmark: _Toc469058789][bookmark: _Toc474231150]FURNITURE Supplier/s ROLE
The furniture supplier(s) shall be responsible for providing an on line furniture catalogue that shall provide all standard pre-approved furniture products and specialist ergonomic furniture to support OH assessments.
For all new furniture, the supplier shall supply, deliver, install and remove off site all associated packaging.
The furniture supplier shall be required to provide same day or next day furniture repair and/or replacements for all furniture they have supplied that is still under warranty.
The furniture supplier shall provide minimum stock holding of new furniture products to ensure there is minimum lead in times from order to delivery on site.
For the avoidance of doubt, the Contractor shall have no responsibility in relation to Furniture other than those stated in Paragraph 4.
[bookmark: _Toc469058791][bookmark: _Toc474231151]Process Maps
[bookmark: _GoBack]Please refer to the FF&E Process Maps in Appendix 1 below. The process maps provide, at a high level, the hand-off and co-ordination required between different members of the supply chain. These process flows are indicative only and may change following the appointment of the Supply Chain Integrator.
[bookmark: _Toc469058792][bookmark: _Toc474231152]Appendix 1 – FF&E Process Maps
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