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OVERVIEW

THEMETHOD

The Eleven Steps
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Cost Plan and OS&E listings
Mock-up Rooms, Sampling & Tabletops
Vendor Pre-Qualification

Pre-Tender - Documentation / Specifications /
Brand Standards

Tender

Purchase Order / Contract

Production

Payment

Shipping - By Appointed Shipping Agent or by Vendor
Warehousing, Installation & Placement

Assets Register
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THEMETHOD

INTRODUCTION

The procurement process involves the delivery of the
Project’s FF&E and OS&E components to the expectations of
the Interior Designer and Hotel Operator within Client-

approved Cost Plan and Schedule.

THEMETHOD systematically details procedures for planning,
organizing, driving, monitoring, controlling and reporting
of the procurement of FF&E and OS&E materials, products

and services.

THEMETHOD also stipulates the responsibilities of each individual

and/or party involved to ensure the processes are executed in

an efficient, effective and transparent manner.
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1. COST PLAN

P CCM reviews and clarifies Project facilities
Objective and confirms Scope of work with Client

To establish & maintain a
reporting base for:

e Provision of Cost CCM prepares anc_l revises
estimate(s) being the Project Cost estimates

likely cost to deliver FF&E
and OS&E to the Project
to agreed standards.

CCM presents Project Cost

estimates to Client
e Conversion of Cost

estimates(s) with client-
approved Cost Plan.

‘ e

APPROVED
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THEMETHOD

Objective

To establish and maintain
a reporting base for:

¢ Project standards
which comply with ID
specifications.

e Project standards which
comply with Operator
brand standards.

ID issues Client approved
Mock-up Specifications

APPROVED
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3. VENDOR PRE-QUALIFICATION

THEMETHOD

Objective

CCM issues Vendor List ID issues Vendor List

CCM compiles Vendor List

To establish and maintain

a Master Database of CCM issues Pre-Qualification Questionnaire to
qualified Vendors. Vendors (Except those previously pre-qualified)

CCM reviews and assesses all completed
questionnaires (Factory visits may be necessary)

CCM submits Recommended Vendor
Report to Client

REJECTED

APPROVED

Vendor Pre-Qualification
Process concluded
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4. PRE-TENDER / CCM DOCUMENTATION

THEMETHOD

s - CCM submits Tender Documentation to
Objective Client for review & approval

CCM & Client establish procurement strategy
and agree Terms and Conditions of
Tender Documentation

To establish and maintain
client-approved Tender

Documentation. ‘ REJECTED

APPROVED

Pre-Tender Process CCM
Documentation concluded
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THEMETHOD

Objective

To establish and ensure
accurate Specifications
and Brand Standards are
secured for the Tender
process.

PRE-TENDER SPECIFICATIONS / BRAND STANDARDS

CCM reviews Specifications

CCM submits RFIs to ID and/or
Operator for clarification

ID and/or Operator responds and/or
issues revised specifications

‘ —

APPROVED

Pre-Tender Process / Specifications,
Brand Standards Concluded
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5. TENDER PROCESS

THEMETHOD

Objective

CCM issues approved tender documentation
to all Vendors on the approved Vendors list

To establish and maintain: CCM conducts tender Opening at Client’s office,

tender records completed
e A commercially viable

and technically accurate

CCM conducts commercial and technical analyses,
clarification meetings and negotiations with
short-listed tenderers

tender process.

e A transparent tender
process.

CCM conducts commercial analyses of final
offers from tenderers

CCM submits tender report to client

REJECTED

APPROVED

Tender Process conch

/\
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6. CONTRACT / PURCHASE ORDER PROCESS

THEMETHOD

Objective

To establish and maintain
Client and Vendor
commitment to contractual
agreement of supply.

CCM issues Purchase Order/Contract and Purchase
Order Variations (if any) to Vendor to sign,

acknowledge & confirm acceptance of

CCM submits Purchase Order and/or Purchase “

Order Variation to Client for final Approval

REJECTED

APPROVED

CCM Submits Cost Control
Report to Client

Purchase Order Contract and/or

CCM issues Client-approved
Variation to Vendor
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7. PRODUCTION PROCESS

CCM assesses production
Objective

PRODUCTION NON-CONFORMITY

CCM agrees production, delivery CCM conducts regular factory
schedules and production progress inspections to verify production
payment schedules with Vendors progress and quality conformity

To establish and maintain
compliance to:

REJECTED

1D
and/or Client
Reviews

CCM submits Goods Inspection
Report to Client

e Project-approved quality

APPROVED

PRODUCTION NON-CONFORMITY

¢ Project-approved quantit
. PP . v CCM conducts final inspections
e Project-approved prior to shipment

schedule

REJECTED

ID
and/or Client
Reviews

CCM submits Goods Inspection
Report to Client

APPROVED
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8. PAYMENT PROCESS

THEMETHOD

Objective

REJECTED

To establish and maintain
Vendor payment schedule
as certified against agreed

APPROVED

REJECTED

APPROVED
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9. SHIPPING PROCESS BY APPOINTED SHIPPING AGENT

Objective

SHIPPING SCHEDULE NON-CONFORMITY

To establish and maintain
shipment of goods
according to project-

CCM/Shipping Agent
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9. SHIPPING PROCESS BY VENDOR

CCM contacts ALL vendors prior to
scheduled delivery dates to verify conformity
to agreed schedules

SHIPPING SCHEDULE NON-CONFORMITY

To establish and maintain
shipment of goods
according to project- : “

CCM submits weekly Shipping Reports to Client
approved schedules. and Installation/Placement Contractor (PLC)
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THEMETHOD

Objective

To establish and maintain
shipment of goods
according to project-
approved schedules.

10. WAREHOUSING, INSTALLATION & PLACEMENT

CCM and Client agree on warehousing and installation
strategy, CCM tenders accordingly and Project appoints
warehousing, installation and placement contractor (PLC)

CCM issues to PLC ALL floor plans, vendor
delivery schedules & shipping reports

GOODS DAMAGED

CCM & PLC hand over goods and areas to
Pre-determined receiving parties

REJECTED

APPROVED

CCM submits Receiving, Placement and
Handover Reports, together with all
relevant documentation to Client
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11. ASSET REGISTER

THEMETHOD

Objective

CCM collates all relevant information and
summarises into Assets Register Format

To establish and maintain
procedure for compiling
all project records, user H

manuals, warranties and CCM submits Assets Register to Client

any other record pertaining

to procured goods
APPROVED

REJECTED
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