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600.1
RESPONSIBILITIES: Office Facilities (CGF-PWP-1)  budgets for and orders office supplies, office equipment, and convenience copiers.  It issues materials and equipment to users and provides maintenance services for office equipment and copiers.

600.2
OFFICE SUPPLIES:  BPA has contracted with a commercial vendor to provide office supplies to BPA employees and contractors.  The contracted supplies are described and pictured in the custom catalog provided by the contractor.  Employees wishing to order office supplies need to contact their administrative staff or the Van Mall Office Facilities office supply staff for instructions regarding approvals and delivery locations.

A.
Contract Office Supplies (Stock)

1.
In the Headquarters, Dittmer, and Construction Services buildings many supplies (such as pens, pencils, note pads, paper clips, etc.) are displayed and stored in Administrative Service Centers (ASCs).  There are six ASCs in the Headquarters building.  Only the ASC 4 at the Headquarters building is staffed full time.  The Dittmer ASC is staffed daily, however the Construction Services ASC is not.   The supplies in the ASCs are available to employees at all times.  

2.
Supplies not available in the ASC but pictured in the custom catalog may be ordered by completing the “No-Stock Office Supply System - Contract Supplies” order form (the contractor’s custom order form) and faxing it to the office supply staff in the Van Mall Office Facilities office.  The fax phone number is on the form.  This form is also used at locations where there are no ASCs.  The vendor will deliver to the ASCs in the Headquarters building and designated locations elsewhere.  The contractor ships all orders within 24 hours of receipt of request.

B.
Non-Contract (non-stock) or Special Order Office Supplies

1.
Non-contract (or non-stock) office supplies may be ordered from the vendor’s commercial catalog.  Complete a “No-Stock Office Supply System - Special Requirement” order form and fax it to the office supply staff in the Van Mall Office Facilities office.  All required information such as accounting information and approval signatures must be completed.  Lack of this information can slow down or stop the order process.

2.
 Items such as  custom rubber stamps cannot be ordered from the contract vendor.  They must be ordered from specialized vendors.  To order these products, complete a Miscellaneous Office Supply Request, BPA Form  4420.20e, and fax it to the office supply staff in Van Mall Office Facilities.

600.3
Office Equipment

A.
Types Of Office Equipment

1.
Stock:

	Calculators: (business, scientific,

financial, graphic, hand held and 

desktop)

	Cameras: Fuji 35mm and Polaroid.

	

	

	Electric pencil sharpeners

	Electric staplers

	Recorders (standard and micro cassette)

	


2.
Non-Stock/Special Order:

	Binding systems

Cameras (all other)

Camcorders

	Electronic organizers

Dictating Machines

Facsimile machines 

	Laminators 

Lettering/Labeling machines 

	Overhead/Slide projectors 

	

	

	

	Reader-Printers

	Shredders

	TV monitors

Time-Date stamps

Transcribers

Tripods

Typewriters 

VCR



	

	

	


B.
Ordering Office Equipment

1.
Stock and Non-Stock Office Equipment is ordered on an Office Equipment Request, BPA Form 4420.22e .

a.
For Non-Stock/Special Order equipment, include as much information about the item as possible. 

b.
Stock equipment is located  in the Van Mall Office Facilities  area.  The requester chooses from the list of stock items above.

2.
Completed request is submitted to the  Office Equipment Program Manager - CGF-PWP-1.

C.
Maintenance And Repair Of Office Equipment:  In Office Facilities, the Office Equipment Program Manager maintains various maintenance and repair agreements for office equipment in the Portland-Vancouver area.

1.
Each organization has authorized callers who can contact the vendor to arrange for service.

2.
When there is no authorized caller in an organization, the Office Equipment Program Manager provides information on vendors and obtaining equipment repair service.

600.4
CONVENIENCE COPIERS

A.
Office Facilities is the budgeting office for convenience copier needs for all BPA offices.  It also is responsible for the acquisition of convenience copiers throughout BPA.

B.
Ordering a Copier.  Copiers may be ordered by completing an Office Equipment Request, BPA Form 4420.22e and forwarding it to the Copier Program Manager in Office Facilities - CGF-PWP-1.  The Copier Program Manager will review the request and determine the appropriate equipment placement.

C.
Maintenance and Repair of Copiers.  Maintenance agreements will be established and funded by Office Facilities for BPA-owned copiers.
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