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Procurement Branch – Furniture Division
Acquisitions 

General Timeline for Office Furniture requirements
	
	Procurement Steps
	Role

	
	Service Standards

	Competitive (business days)
	Non competitive 

– above $25K
(business days)
	Client
	PB

	
	Develop the requirement
	Varies
	Varies
	Lead
	

	
	Send Requisition to central allocations
	Varies
	Varies
	Lead
	

	
	PQ to receive requisition
	1-2 days
	1-2 days
	n/a
	n/a

	
	PQ to accept requisition  and advise client 
	Up to 5 days
	Up to 5 days
	
	Lead

	
	Review Documents Received including Specifications
	Up to 5 days

	Up to 10 days
	
	Lead


	
	Document adjustments to address questions, comments,  inconsistencies and clarify areas of the requirement
	Varies

(estimate 7 days, delays could affect the timeline)
	Varies

(estimate 10 days, delays could affect the timeline)
	Lead
	Support

	
	Technical Translation
	Varies

(estimate 5 days, delays could affect the timeline)
	n/a
	Lead
	

	
	Prepare Solicitation
	3 days
	3 days
	
	Lead

	
	Preparation for Posting
	1-2 days
	n/a
	
	Lead

	
	Solicitation Period (calendar)
	5 – 40 days
	n/a
	
	Lead

	
	Respond to questions and issue amendments
	Could impact the solicitation period if there are significant changes to the requirement and the number of questions received
	n/a
	Support


	Lead

	
	Reception of bids by PSPC BRU (when applicable)**  
	1-2 days
	n/a
	n/a
	n/a

	
	Evaluation (financial and technical) including Security clearance when applicable.
	Varies
(estimate 5 days, delays could affect the timeline)
	n/a
	Lead - technical
	Lead- financial

	
	Draft contract and review including approvals 
	3 days
	4 days
	
	Lead

	
	Award of Contract
	1 day
	1 day
	
	Lead



	
	Estimated timeline
	up to 80 days
	up to 30 days
	
	


	
	Service Standards
(Post-contract Award)
	Competitive
	Non competitive

	
	
	
	

	
	Manufacturing
	6 to 12 weeks
	6 to 12 weeks

	
	Delivery & Installation
	1 to 2 weeks
	1 to 2 weeks

	
	Estimated timeline
	7 to 14 weeks
	7 to 14 weeks 


* A service Standard is Procurement Branch’s commitment to a level of performance that clients can expect under normal circumstances or

  regular day-to-day service operations and do not account for a special circumstances where regular service standards may not apply. 
  Please note that the achievement of these service standards are shared responsibility and highly dependent upon the client’s submission 
  of all required documentation to Procurement Branch in a timely fashion. 

** Paper bids may take longer to receive due to the current COVID-19 situation. PB is not responsible for processing time.
*** Security Clearance verifications are conducted by a third party.  Timelines are approximate.  PB is not responsible for processing time. 
When integrated into your project plan, these service standards will serve to: 
· Manage expectations 
· Improve client satisfaction 
· Improve trust and confidence
· Reduce uncertainty 
Please consult the Furniture Division’s website for additional information and detailed instructions as to how to proceed for your furniture buys:
https://www.gcpedia.gc.ca/wiki/Office_Furniture
Acquisitions Branch staff are always available to help guide you through the process. Please contact the Furniture Division with any questions or to discuss your requirement:

TPSGC.PARCNAmeublement-APNCRFurniture.PWGSC@tpsgc-pwgsc.gc.ca
The Furniture Division also provides regular training sessions. Please refer to https://www.gcpedia.gc.ca/wiki/Office_Furniture_Training to sign up for virtual session. 

Service Standards:

https://www.tpsgc-pwgsc.gc.ca/sc-cs/index-eng.html
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