14.04 Furniture Management
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This training will provide you with an outline of the Furniture Management AMOP. 


Why This Procedure Is Important

This procedure standardizes the process for purchasing

furniture and provides guidelines for departments requesting
new furniture.

Proactive furniture management provides opportunities to

more effectively utilize County budgetary resources and
reduce operational costs.
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Milwaukee County owns and manages almost 1,000 buildings to house the mandated and discretionary services provided by the County. Most of those buildings require furniture to conduct those services. Furniture purchases represent a significant portion of the County budget. Underutilized surplus furniture requires storage and results in associated costs related to damage, theft, inventory control, and security. Underutilized surplus furniture creates a burden on existing County facilities and hampers County departments’ ability to deliver the level of service expected. Standardization of processes for new furniture procurement and responsible use and management of surplus furniture provides opportunities to more effectively utilize available County budgetary resources and reduce operational costs. 


To Whom Does This Procedure Apply?

All department managers, Marketplace Central Users, and
Facilities managers (FMD, Parks, Zoo, Airport, HOC, DOT, BHD)
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All department managers, Marketplace Central Users, and Facilities managers including those in Parks, Zoo, Airport, HOC, DOT, BHD.



Here Is What the Procedure Says:

Procurement of furniture:

« When your department would like to request new or different
furniture, contact the Space Planner via

facilityplanning@milwaukeecountywi.gov to discuss needs,
timeline, and budget.

 Space Planner will identify surplus furniture to be used.

o If surplus furniture is not a viable option, Space Planner will
specify refurbished furniture to be purchased.

o If refurbished furniture is not a viable option, Space Planner
will specify new furniture to be purchased.
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When your department would like to request new or different furniture, contact the Space Planner. The Space Planner will schedule an intake meeting to discuss your furniture needs, timeline, and budget for the project. 
Based on your needs, the Space Planner will decide if surplus furniture can be used. If so, then the Space Planner will provide your department with furniture options and the cost of moving the furniture. If surplus furniture cannot be used, the Space Planner will recommend purchasing options and specifications for refurbished or new furniture. 


mailto:facilityplanning@milwaukeecountywi.gov

Here Is What the Procedure Says:

Procurement of furniture:

« Therequesting department is responsible for the costs of procuring,
delivering and installing furniture, and removing old furniture.

 Purchase order will be sent to vendor for procurement of furniture and/or
furniture movers once the purchasing requisition approval process is
complete.

 Space Planner will coordinate the moving and installation of furniture with
the vendor(s) and requesting department.

« A department head can choose to purchase furniture without the Space
Planners assistance, but they are responsible for the purchasing process
and coordinating the logistics of furniture delivery and/or removal.
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The requesting County department is responsible for the costs of procuring, delivering and installing furniture, and removing old furniture. The space planner will enter the requisition for the purchase of refurbished or new furniture, and/or to retain furniture movers, into Milwaukee County’s purchasing system, using the budgetary account coding information provided by the requesting department. After the vendor(s) receive their purchase orders, the space planner will coordinate the moving and installation of furniture, and removal of old furniture as necessary, with the vendors and requesting department. A department head reserves the right to purchase furniture without the Space Planners assistance, but they should know they are then responsible for the purchasing process and coordinating the logistics of furniture delivery and removal. They are also required to inform the space planner of the specifications and configuration of the new furniture. 


Here Is What the Procedure Says:

Control & disposition of furniture:

« Space Planner oversees the delivery of furniture and removal of old
furniture.

 Space Planner will relocate surplus furniture to the dedicated storage
space.

e DAS-FMD determines which surplus furniture to keep or dispose of and

when/how to dispose. Options for disposition include recycling, auction,
and trash.

MILWAUKEE COUNTY ADMINISTRATIVE MANUAL OF OPERATING PROCEDURES


Presenter
Presentation Notes
MCO section 56.11 requires County departments to notify DAS‐FMD of furniture to be disposed of for any reason. DAS‐FMD will then make the surplus furniture available to other County departments if it is in acceptable condition.

DAS‐FMD will determine which surplus furniture to dispose of, when to dispose of it, and how to dispose of it. Options for disposition include selling at auction, recycling, or trash disposal. 

County departments are responsible for the costs of reconfiguring or moving their existing furniture within their current location, delivering and installing new or surplus furniture to their current location and moving existing furniture in the event of a department relocation. DAS‐FMD staff will assist County departments in design and planning associated with these activities.


Quiz Questions?

After reviewing the Procedure, you will be asked
the following questions to complete the training:
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Question 1

True or False?

A department head can choose to purchase furniture without the
Space Planner’s assistance.

O True, although Space Planner’s involvement is strongly recommended.
O False, the Space Planner must be involved in all furniture purchasing.
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A department head can choose to purchase furniture without the Space Planner’s assistance. ANSWER: TRUE

True, although Space Planner’s involvement is strongly recommended. 
False, the Space Planner must be involved in all furniture purchasing. 



Question 2

Appropriate options for disposition of furniture include:
Trash disposal
Recycle
Auction
All the above
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Appropriate options for disposition of furniture include all the following except: ANSWER-D
A. Trash Disposal
B. Recycle
C. Auction
D. All the above


Question 3

Departments are responsible for the cost of which of the following?

A. Reconfiguring or moving existing furniture within their current location
B. Delivering and installing new furniture

C. Delivering and installing surplus furniture

D. Moving existing furniture in the event of a department relocation

E. All of the above

MILWAUKEE COUNTY ADMINISTRATIVE MANUAL OF OPERATING PROCEDURES


Presenter
Presentation Notes
Q3: Departments are responsible for the costs of which of the following?
A. Reconfiguring or moving existing furniture within their current location
B. Delivering and installing new furniture
C. Delivering and installing surplus furniture
D. Moving existing furniture in the event of a department relocation
E. All of the above

Answer: E
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