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Furniture Purchase Procedure 
Purpose 

The Purchasing Office is responsible for procuring furnishings that meet the enclosed guidelines.
Distribution

Director of Purchasing 
Purchasing Coordinator
Buyer/LCC Card Administrator 
Services Buyer
Purchasing Customer Advocate
Purchasing Lead Support

LCC Employee

Responsibilities
The Purchasing Coordinator is responsible for
· The procurement of furniture
Related Documents

PURFR029
LCC Scope of Furniture Request

PURPL001
LCC Furniture Policy

Ownership
The Director [beardb@lcc.edu] is responsible for ensuring that this document is necessary and that it reflects actual practice.
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LCC Furniture Purchase Procedures

Instructions 

1.
APPLICABLE PROCEDURES
a.
All furniture purchases shall be procured through the purchasing office via a proper requisition unless otherwise determined between the Purchasing Coordinator and the customer.

b.
In pursuing a furniture purchase, customer shall provide the Purchasing Coordinator with a scope of work, which shall, consistent with Attachment A, describe the area to receive the furnishings and note whether the location is on or off campus and whether the purchase will be incorporated with existing furniture.  The Purchasing Department shall determine if the order should be placed directly with one of the approved Manufacturers or if a bid should be issued.  For large projects, the customer shall supply a Renovation Request, consistent with the form set forth in Attachment B.  If the request is not approved, or is too late to be included in the Renovations budget, it then becomes a Division Program or Department expense.

c.
If design services are required, the designer will work with ISCD and Physical Plant personnel to determine data drop requirements and locations.

d.
Once an order has been placed the requestor will work with ISCD and Physical Plant personnel to coordinate any data drops/electrical requirements.  The requestor will also work with the Moving Programs personnel to coordinate removal of existing furnishings prior to delivery and installation of new furnishings, if required.  The Supplier will notify the requestor one (1) week prior to delivery to allow for the area to be prepared for installation.

e.
A requestor seeking furnishings for persons that require specific items for health related needs shall contact the Risk Management Coordinator or the Safety Officer to request an ergonomic evaluation.  The information will be sent to the Purchasing Coordinator to make arrangements for the purchase of any recommended items.  Once the requirements are determined the ordering information shall be submitted to the Physical Plant Office for requisition input or p-card ordering.  A statement from the requestor’s physician, stating the need of the products for health related reasons, shall be sent to the HR Office prior to the order being placed.

f.
New building purchases.  At the time of programming, a determination will be made of the furnishing requirements and manufacturers.

g.
Furnishings to be purchased with Grant monies, on and off campus.  At the time of programming, a determination will be made of the furnishing requirements and manufacturers.

h.
Fabrics and upholstery.  Samples of approved fabrics are available in the Purchasing office.  Re-upholstery fabrics must meet the specifications and requirements of the approved typicals.

2.
APPROVED MANUFACTURERS AND PRODUCTS

The following furnishing manufacturers meet existing specifications and are approved for purchase.

Falcon
Classroom Tables

Haworth
Systems furniture, classroom, conference room and office chairs.

Herman Miller
Systems furniture, classroom, conference room and office chairs stools.  Filing/storage products

KI
Computech stand-alone classroom computer workstations

Knoll
Classroom, conference room and office chairs

Steelcase
Filing/storage products

Bodybilt
Task chairs

Grahl
Task chairs

Versteel
Classroom tables

Izzy
Tables, classroom and office 

Izzy
Task chairs

Great Openings
Filing/storage products

National Furniture
Office Furniture. Desks, Credenzas, Stands, Chairs
  (Owned by Kimball)

The following items have been evaluated and approved as College standard.

1.
Classroom furniture, tables

a.
Falcon 1300030X48 13000 series 30”dx48”w table tops.  Laminate:  F0503-58 Stone Grafix.  Black edge.

a2.
Falcon 2402-22R100 2400 series bases for above table tops.  2x22”2” column.  Finish: Black Wrinkle (GRDI).  (two bases will be needed for each table top)

b. Falcon 1300024X60 13000 series rectangle table tops.  60”w24”d.  
Laminate: F0503-58 Stone Grafix.  Black edge.




b2.
Falcon 2402-222R100 2400 series bases for above table tops.  2x22”2” 
column.  Finish:  Black Wrinkle (GRDI) (two bases will be needed for each table top)

c.
Falcon 1300024X60 13000 series rectangle tops.  60”wx24”d.  Laminate: 
F0503-58 Stone Grafix.  Black edge.

c2.
Falcon 2402-222 “T” bases.  Finish:  Black Wrinkle (GRDI) Overall height with casters 28.25”

c3.
Falcon CST22 Casters – 2 swivel, 2 braking, to add to above bases, overall height to be 28.25” (4 per set)

d.
Falcon 1300024X24 13000 series table tops.  Square 24”d x 24”w. Laminate:  F0503-58 Stone Grafix.  Black edge.

d2.
Falcon 203-22R100 200 series table bases 22”, for above table tops.  3” column.  Finish:  Black Wrinkle R100 (GRDI)

e.
KI Computech computer workstations.

INSTALLATION NOTE:  Falcon tables must be torqued at 35lbs.

2.
Classroom, Office and Conference Room Chairs

a.
Haworth M600-2100 Improv Series Lg-base stacking chairs w/polypropylene outer back, upholstered inside back and seat, non-ganging.  Black frame.  Upholstery:  Tellure #3A-20 Burgundy.  Without arms.  Used mainly in the classroom.

b.
Herman Miller Aeron, sizes A, B and C.  Upholstery: Pellicle.  Color samples are available.  Used in offices only.

c.
Herman Miller Equa 2, sizes A, B and C.  Samples of upholstery and colors are available.  Used in all areas.

d.
Herman Miller Equa 2 side chair, sled base.  Samples of upholstery and colors are available.  Used in conference rooms and as side chairs.

e.
Herman Miller Ergon 3, sizes A, B and C.  Samples of upholstery and colors are available.  Used in all areas.


f.
KI Piretti Torsion Sled Based chairs, TSFAU/WG/PWG.  Samples of 

upholstery and colors are available.


g.
Knoll Bulldog task chairs.


h.
Bodybilt task chairs.


i.
Grahl task chairs.

3.
Filing/Storage

a.
Meridian 2600 Series locking, stackable Lateral Files.  3 high, 4 high and 5 high.

b.
Herman Miller Stationary Pedestal files.  Locking.  Various drawer configurations.

c.
Steelcase 1700 Series locking, Vertical Files.  2 high, 3 high, 4 high and 5 high

3.
PROCESS TO ADD MANUFACTURERS TO THIS LIST

The manufacturer/supplier will supply products, at their own cost, and/or information for evaluation by Lansing Community College.  These products will be evaluated by Lansing Community College to determine if they meet or exceed the quality of the existing approved products standards specifications and requirements as outlined.
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