
RFI  2013-60 

 

Annex A - 1 of 10 

 

 

 

 

 

ANNEX A - STATEMENT OF REQUIREMENTS 

 

FURNITURE PROGRAMME 

FOR THE NEW NATO HEADQUARTERS 

 

1 CONTEXT  

1.1 One or several contractors will be invited to provide a comprehensive range of 
furniture and services to enable NATO to equip a brand new building and 
premises which will in 2016 host all staff currently working on its current 
Brussels’ headquarters . 

1.2 As an indication of the scale of the project, the following preliminary data is 
provided (all m² are NET m²): 

 Office space: 56.000 m2 distributed over 12 wings and 8 levels housing 
approx. 3.000 people 

 Restaurants: 2.400 m² 

 Archiving: 1.500 m² 

 Workshops and Warehousing: 4.000 m² 

1.3 The contract(s) will cover the furbishing of the main NATO headquarters and of 
offices for the International Staff and Military Staff. Additionally, some 
delegation embassies which will hold offices within the building may decide to 
join and participate in the framework contract. 

1.4 As an indication, please find below 2 typical plans of an office and a meeting 
room. 
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1.5 NATO is currently considering two different contract strategies:  

i. Different furniture  companies deliver devices (including warranty) and 
one company coordinates and delivers all associated services. 

ii. Each furniture company delivers devices and all associated services. 

1.6 The first option might be to place contracts with various suppliers for different 
ranges of furniture. Scope of the contract would be limited to the supply of 
furniture under warranty and all associated services would be covered by a 
separate contract which would include wide range of associated services like 
drawing and layout maps, delivery and installation planning, ordering, 
unpacking, support security check at entrance, waste removal, furniture 
assembly and moves management, inventory, etc... 

1.7 The second option might be to include in each contract for a specific range of 
furniture all associated services like drawing and layout maps, delivery and 
installation planning, ordering, unpacking, support security check at entrance, 
waste removal, furniture assembly and moves management, inventory, etc. 

1.8 Due to the various nature of furniture to be provided, requirements will be 
grouped into various lots which could be awarded to different contractors. The 
purpose of this RFI is to receive relevant information for the definition of the 
lots. 

2 SCOPE OF SERVICES  

2.1 The contract(s) will comprise:  

2.1.1 Development of plans that include all instructions to be validated before 
installation in DWG format, following specific layering format; 

2.1.2 Delivery and on-site transport of various furniture and accessories for the 
initial fit out of the new Headquarters and additional orders NATO might 
place during the lifetime of the contract; 



RFI  2013-60 

 

Annex A - 3 of 10 

2.1.3 Planning, coordination and management, including the coordination with 
the overall planning of the construction project and with the different 
parties on site; 

2.1.4 Close customer liaison requiring provisions of single-point supervisory 
services (provided with fluency in spoken English or French); 

2.1.5 Unpacking, waste management, recycling and waste disposal in 
compliance with best practise and local regulations; 

2.1.6 Assembling and positioning of furniture, including the installation of cabling 
and desktop modules for power and data supply within the furniture; 

2.1.7 Planning and scheduling – including development of detailed resource 
schedules and time tables (in MS Project); 

2.1.8 If deemed necessary, supply of systems and materials to provide 
protection of access routes such as floors, lifts, stairs and staircase walls 
where removal operations have to take place; 

2.1.9 On-line interface allowing NATO’s access to real-time information about 
the schedule of deliveries and installation; 

2.1.10 Inventory services and establishment of an asset register directly 
compatible with a Facility Management System so that NATO can 
independently monitor progress and maintain electronic records of the 
move process and the location of different assets; 

2.1.11 Insurance: all furniture items have to be insured against all risks; 

2.1.12 Cleaning of the installed furniture; 

2.1.13 Delivery of the furniture as-built plans (after installation of the furniture) in 
DWG format, following specific layering format;  

2.1.14 Delivery of maintenance documentation for all furniture devices; 

2.1.15 Repair or replacement of damaged or broken furniture devices during 
installation; 

2.1.16 Warranties. 

3 EXCLUDED SERVICES 

3.1 The scope of services will not include: 

3.1.1 Cleaning of the rooms, corridors, building...; 

3.1.2 Modification of furniture settings to specific preferences of the user of the 
device; 
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3.1.3 Provision of cabling and desktop modules for power and data supply; 

3.1.4 Installation of ICT equipment on the desk. 

4 CONTRACT TYPE 

4.1.1 The contract will be an indefinite delivery contract for the products and 
services specified herein. 

4.1.2 The contract will include delivery of all required furniture items which is a one-
off exercise for the relocation of NATO into new headquarters facilities. 

4.1.3 The contract will also contain a provision allowing NATO to place additional 
orders of identical furniture units (same as those selected during the call for 
bids but in smaller quantities) that may be needed after the initial fit out in 
response to new, later requirements for furniture.  

4.1.4 The contract will also allow NATO to order similar furniture units (within the 
selected brand and range of furniture, but different than the initially selected 
items) which  NATO might need during the effective period of the contract. 

4.1.5 The Contractor will be obliged to provide the additional products and services 
that the Organisation may need during the effective period of the contracts at 
the prices specified in the contract. 

5 CONTRACT START DATE 

5.1 The envisaged start date of the contract is January 2015. 

6 CONTRACT DURATION 

6.1 The contract will be effective from the signature date and, unless terminated at 
an earlier date by operation of Law or in accordance with other terms and 
conditions of the Contract, will terminate 2 years (to be confirmed) after the 
Contract Effective Date without prejudice to the duration of any other obligation 
of the Contract. After this period, the contract might be extended. 

7 CONSTRAINTS  

7.1 NATO operates like any other international organisation and the project would 
therefore involve many of the same activities as needed for any other 
headquarters relocation.  

7.2 However, some specific constraints related to this project have been identified 
which will affect the contract and the way services will be provided. They are 
described below. 

7.2.1 Origin of goods: items delivered under the contract must be assembled or 
manufactured within a NATO member nation. 
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7.2.2 Works: the contractors will have to coordinate the furniture deliveries in line 
with the general schedule of the construction site, taking into account potential 
limited access to the site due to on-going works. 

7.2.3 Technical: the contractors will be expected to install the cabling and desktop 
modules for power and data supply within the furniture (material will be made 
available by NATO).  

7.2.4 Logistics: the contractors will have to prepare drawings in DWG format, 
following specific layering format with the implementation of the furniture as 
well as detailed information to be imported into the building inventory 
management system in .csv or excel format. 

7.2.5 Planning: the contractors will have to coordinate their schedule with the 
general planning and to coordinate with the simultaneous companies working 
on site. The contractors will be invited to coordination meetings with the client, 
the project management team and the general contractor and to security 
briefings. 

7.2.6 Security: contractors should know that NATO operates in a highly secure 
environment. The contractor’s attention is particularly drawn to NATO’s 
specific security measures associated with this project. The impact of these 
measures on timing and cost of the project will have to be covered completely 
by the contractor and thus will have to be included in the offered prices. Those 
measures are briefly described under article 8. 

8 SECURITY MEASURES  

8.1 Principles of Security 

All persons involved in the project must comply with the security measures 
irrespective of where their services are being provided. 

To ensure that the security objectives are met, strict observance of the following 
measures will be monitored by the NATO security services and by the Contract 
Awarding Authority: 

 Access to information on the project will be authorized only to those firms and 
individuals with a recognized need-to-know who, if required, are in possession 
of a security clearance for the classification level of the information being 
handled. 

 Access to the sites and certain service areas connected with the project will 
be authorized only to those firms and individuals which meet the prescribed 
conditions (with regards to clearance, escorts, etc.). The stringency of these 
conditions depends upon the sensitivity of the area to which the person 
requires access and the sensitivity of the equipment located there. 

 The necessary arrangements will be made to ensure that no materials, 
equipment or products not required to carry out the project and whose 
presence on the site could be prejudicial to the project are introduced in any 
manner whatsoever into the locations where work is being done on the 
project.  
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 The necessary arrangements will be made to ensure that the materials and 
equipment being used do not contain any components which are not 
stipulated in the contract and/or are undesirable. 

 The necessary arrangements will be made to ensure that no equipment or 
information (including photographs, films, etc.) is taken, stolen or leaves the 
areas where work connected with the project is being done without prior 
authorization. 

8.2 Access areas on site 

The New NATO Headquarters’ site is divided into three types of areas: 

8.2.1 Unclassified areas 

 This includes areas such as the Industrial Infrastructure (II) and Staff Centre 
buildings. 

8.2.2 Controlled Access Areas (CAAs) 

 For the purposes of the contract these would comprise the entire MAIN HQ 
building except for the Agora (AG) and the Common Infrastructure (CI). They 
include NATO Critical Areas (NCAs) in which special security measures apply. 

8.2.3 NATO Critical Areas (NCAs) 

 Certain specific high security areas, identified in the security plan and subject 
to special regulations for workers and deliveries. 

Contractor access will be restricted to unclassified areas and contractor personnel 
will not enter CAA or NCA without the Security Site Manager approval. 

8.3 Site Access: Personnel 

There are three kinds of access to the New NATO Headquarters’ site: 

 Cleared long-term workers; 

 Uncleared long-term workers; 

 Visitors/ deliveries. 

The Security Site Manager reserves the right to limit or completely prohibit 
involvement in the contract by all persons whose security situation is partly or totally 
incompatible with the contract and project. 

Every worker, the first time they arrive on site, must present themselves to the Pass 
and ID office to receive their badge. If they are Visitors or Deliveries they will need to 
present themselves there every time they enter and leave the site. They may park in 
the visitors parking while they are in Pass and ID. 

8.3.1 Cleared long-term workers 

Cleared long-term worker badges are only granted to workers who have 
submitted all of the required biographical information, and who are in 
possession of a NATO Secret (or higher) level clearance. The submissions 
must include a copy of the Secret clearance including the NATO security code 
for that clearance. All people applying for a cleared long-term worker pass 
must be a citizen of permanent resident of a NATO country. 
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In addition to the clearance document, the worker must complete a form in two 
parts. For part one the worker must supply information regarding themselves, 
their work and residence history, current address, as well as information on 
their spouse (if any) and parents. Once the completed form and clearance 
document are submitted to the Office of the Security Site Manager, and are 
examined and accepted, the worker will be granted access 24 hours later. 

The individual then has 30 days to complete and submit the more-detailed 
part 2 of the form. Failure to submit Part 2 within 30 days will result in access 
to the site being revoked. 

Cleared long term workers will be provided a blue New NATO HQ badge 
which excludes them from searches and personnel control, except at random.  

Members of the staff of the Contractor and its subcontractors who require 
NATO security clearance may obtain it only from the NSA of their country of 
residence via and at the expense of the firm employing them. 

In order to obtain Personal Security Clearances (PSC) at the appropriate level 
for those members of their staff whom they wish to assign to work on this 
contract, the Contractor, its subcontractors and suppliers must file the 
applications and supply the full particulars required to their NSAs. 

8.3.2  Uncleared long-term workers 

Uncleared long-term worker badges are granted to workers who have 
submitted all of the required biographical information, but who are not in 
possession of a NATO Secret (or higher) level clearance. In lieu of the 
clearance, the worker must include a copy of a certificate of good conduct, 
which is a police and criminal record check from the commune/country they 
reside in. All people applying for an uncleared long-term worker pass must be 
a citizen of permanent resident of a NATO country. 

As well as the certificate of good conduct, uncleared workers are required to 
submit: 

- An access form of two parts with the same time restrictions as in 
paragraph above.  

- A proof of employment  

- A legible copy of their National ID card (front and back) 

- A recent colour photo 

Uncleared long term workers will be provided a brown New NATO HQ badge 
which grants them access to the site, but requires them to undergo a check of 
their person and baggage for illegal or prohibited items every time they enter 
the site. 

8.3.3  Visitors 

Visitors are individuals who need to visit, make presentations or deliver items 
to the site and so will require a controlled entry for no more than one day. 
Visitors are not to be used to work on the site, if the individual is expected to 
perform construction-related work, they should be issues a Short-term worker 
pass. 
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Short term workers must submit basic biographical information (including 
employer and contact information, birthdate and passport/ID number). This 
must be received by the SSM at least 5 business hours before the individual 
arrives on site. Once authorised, the worker will be issued a ‘Visitor’ badge 
from the Pass and ID office when they surrender a piece of photo-ID in 
exchange. Visitor access requires them to undergo a check of their person 
and baggage for illegal or prohibited items every time they enter the site. 

Visitors will only be allowed on site with a suitable escort: a cleared or 
uncleared long-term worker who has escort privileges. The Visitor is to stay 
with the escort at all times, from the moment of entry to the moment of exiting 
the site. 

8.4 Compliance 

The contractors must comply with the NATO security policy. Each bidder must attach 
to its tender a signed statement by which it undertakes to do everything necessary to 
ensure that all members of its organization involved in the contract comply with the 
latter’s security provisions (clearances, classified documents, confidentiality rules ...). 

8.5 Facility Security Clearance 

For some of the contracts, it will be required that the contractor, at the time of bid 
delivery (-or contract signature), holds a Facility Security Clearance at NATO-
SECRET level delivered by the National Security Agency of the country in which the 
contractor, consortium or temporary association is registered or incorporated. This 
requirement is equally valid for all subcontractors. This specific requirement might 
however be limited to contractors which, for the execution of specific tasks under the 
contract, need to have access to, handle and store NATO classified information. 

8.6 Personal Security Clearances 

In addition to the Facility Security Clearance required from the company, contractor’s 
staff that will handle NATO classified information or will have to access secure areas 
of the building must hold a Personal Security Clearance at NATO-SECRET level at 
least 15 calendar days before they get involved in the project. 

8.7 Deliveries 

Anyone wishing to make deliveries of materials to the site must announce 
themselves in advance, as well as the goods they intend to deliver. If the driver of the 
delivery does not have a badge, then they will be treated as Visitors, and must 
submit the biographical data listed above, and follow the same regulations that apply 
to all Visitors. Regulations regarding the announcing and inspection of all materials 
are covered below.  

Deliveries must be announced at least 5 business hours in advance of arrival. A form 
for deliveries (Bill of Material) detailing all parts and quantities has to be filled in and 
submitted. 
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8.8 Inspections 

On arrival, the supplier will have to unload all parts and present them for security 
control. The contractor will place parts (sample of parts, indicated by the NATO 
security staff) on the place or machine (e.g. x-ray scanner) where the security check 
will be performed. Immediately after the check, the supplier will take the parts away 
and bring them to the agreed delivery location. Dedicated staff will be needed to 
perform loading, unloading and moving of all parts, to coordinate between delivery 
planning and access control and will remain available to handle all potential security 
issues during delivery on site. 

8.9 Escorts 

Non cleared employees will ALWAYS be escorted by cleared contractor’s workers or 
by cleared security agents (at contractor’s cost) in case they will be working in 
secured areas.  

8.10 Random deliveries 

NATO reserves the right to switch the final destination of specific furniture devices 
(e.g. desk for room A goes to room B and vice verse). 

9 COMPANY PROFILE 

9.1 NATO is anticipating that interested businesses would, in addition to 
compliance with the general administrative and past performance requirements 
that may be established, have the following credentials: 

9.1.1 The firm must be registered into one of the 28 NATO member countries and 
have sufficient personnel with a security clearance of NATO Secret (or higher) 
to ensure execution of the contract within deadlines. 

9.1.2 Have a minimum of three years experience in the provision, planning and 
execution of large scale furniture programmes. 

10 AWARD CRITERIA 

10.1 NATO typically considers a variety of elements in assessing the best value and 
most advantageous tenders. Proposals will be evaluated under a combination 
of non-cost related and cost related factors. 

10.2 For this contract assessment criteria are likely to include: 

10.2.1 Corporate capacity, financial standing and capabilities; 

10.2.2 Personnel qualifications (including security clearances); 

10.2.3 Service approach (e.g., responsiveness, flexibility, etc., work might be 
required outside of normal hours, on weekends and holidays); 
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10.2.4 Variety of services that can be provided (e.g., drawings, inventories, project 
management, etc.); 

10.2.5 Evaluation of the delivered samples (mock-up); 

10.2.6 Verification and evaluation of past performance references; 

10.2.7 Project management approach;  

10.2.8 Compliance of the proposed furniture to the technical, functional, ergonomic, 
security, architectural requirements; 

10.2.9 Capacity of the supplier to draw plans, organize delivery, support security 
check, move and install all furniture, control quality, handle issues, respect 
planning... for the installation of the furniture; 

10.2.10 Evaluated total contract cost taking into account the total cost of ownership 
of the procured goods and services, whether direct of indirect, fixed or variable 
(e.g. price, maintenance, storage, disposal costs, volume discounts, etc.). 


