

I. INTRODUCTION

Selecting the right chair for the application is probably one of the singularly most important aspects to office ergonomics and comfort. Properly selected seating can help address workplace issues such as: employee productivity by reducing weariness, morale, absenteeism and discomfort.  

In today’s office, workers are spending a majority of their time sitting.  This increase in sitting can lead to lower back problems.  Lower back problems are the second largest complaint among office workers.  Cumulative Trauma Disorders (such as Carpel Tunnel Syndrome) receive the most complaints.  With the increase in time sitting, it is important to select the proper chair that will provide the most ergonomic benefits. 

A properly selected chair can reduce the incidence of lower back problems and in conjunction with other devices, aid in the reduction of Carpel Tunnel complaints.

This guide encourages the consideration of these and other issues when selecting chairs for various office applications. It has been prepared to introduce you to the terminology and characteristics of the different types of seating items that are available through GSA.  

II. Seating Characteristics

A. Task/Managerial/Stools/Intensive Use Chairs

Task Chairs are chairs that are designed for persons whose jobs consists of one main task.  Task chairs usually have multiple adjustments which allow the chairs to be adjusted to accommodate 99 percent of the population.  Chair sizes are low back, mid back and high back.  
Managerial chairs are for managers or persons that duties are not task intensive.  Usually managerial chairs are either mid or high back.  The managerial chairs have minimal adjustments such as seat height, seat swivel, locking seat and back.  The arms may be adjustable.

Stools usually have low backs, adjustable foot rings and a seat height adjustment of 10” minimum. 

Intensive Use chairs are chairs that are commonly used for applications that required 24/7 attention (i.e. air traffic controllers and 911 call centers).

GSA currently has two avenues in which Ergonomic seating is available:

1. Special Order Program requires that all seating be in accordance with Purchase Description 3FNE – 07-604.  Purchase Description 3FNE -07-604 is available at www.gsa.gov/furniturespecs.  Left column, click on "Technical Descriptions and Standards".  Click on "NFC Purchase Descriptions"
2. Multiple Award Schedules requires that all GSA specified Task/Managerial 
    /Stools/Intensive Use chairs on the Multiple Award Schedules have at a 
     minimum:

· Rotary (swivel) pedestal base with casters which provides ease of mobility.

· Pneumatic seat height adjustment which allows the user to adjust the chair height to a position that permits the feet to rest flatly on the floor.  

Some other adjustments that are available on the chairs are:

      Armrest 
· Armrests can be padded or fabric covered. 
· Height adjustable armrest allows the user to raise and lower the 
  armrest. This adjustment, among other things allows the user to lower the    

  arms permitting the chairs can fit snugly under the worksurface.

· Width adjustment allows the user to increase or decrease the width of the armrests providing the optimal resting area for the arms.    
· Armrest swivel allows the user to swivel the armrest.  The armrest can
  then be used to support the arm in various positions
Back Height Adjustment.

             The back height adjustment allows the user to raise or lower the back. Back 
              height adjustments can be in the form of a tension knob or incremental ratchet.

· The tension knob allows the user to adjust the height of the backrest by loosening the adjustment knob and manually raising or lowering the backrest.

· The ratchet type adjustment allows the user to adjust the backrest height by lifting the backrest to disengage the ratchet then raising or lowering the back to the desired height.
                Seat Back Width

The seat back width should be at least 12” in the lumbar region.  The width of a person’s torso just above the hips is used as a basis for this measurement.

Seat and back tilt
      Seat and back tilt adjusts to reduce the stress on the lower back and the 

            thighs. This can be an independent adjustment or a synchronized adjustment.      

            This feature provides forward tilt, in which the thighs slope downward.

· Synchronized adjustment is when the seat moves concurrently with 
            the back. The articulation ratio is normally 2:1.
· An independent seat tilt allows the user to lock the seat pan within a range from the upright position to the reclined position.

· An independent backrest tilt allows the user to lock the backrest within a range from forward to recline

· Tilt Tension allows the user to adjust the amount of tension needed to recline in the chair. 
· The Tilt  mechanisms can either be an interval or infinite type. Interval tilt also known as Locking Tilt allows the user to lock the chair within the specified range. Infinite tilt allows the user to freely recline in the chair without locking
Lumbar Support

         Adjustable Lumbar Support allows the user to increase or decrease the pressure 
         or position the support to the desired location on the lower back and or lumbar 
         region.

· A height adjustable lumbar support is integral to the seat back and can be adjusted by raising or lowering the backrest. Some chairs 
      have a Pad attached to the chair back that can be raised or lowered 
      independent of the backrest. A lumbar pad is sometimes used.  The 
      lumbar pad straps to the back rest and can be positioned by the user to 
      achieve the desired location.

· A bladder type lumbar support allows the user to pump air into the backrest to achieve the desired pressure.  The pump is usually located in the back of the seat back.

· Passive Adjustment allows the user to manipulate the seat and chair back without the use of the adjustment knobs or levers.

Seat Depth

            Seat Depth adjustment allows the user to adjust the depth of the seat to 
            accommodate different thigh lengths thus alleviating the pressure on the 
            region behind the knees. 

· This adjustment also keeps the users back in contact with the backrest.  
· A shorter seat pan is necessary to allow smaller individuals to use the chair's backrest, while a deeper one is more accommodating to taller individuals.  

· Seat depth can be accomplished by sliding the seat forward or backward.  It is usually activated with a lever or, moving the seatback forward or backward usually by disengaging a knob located under the seat pan.

In addition to the above adjustments, Intensive use chairs must comply with the 

GSA testing requirements for Intensive Use Chairs, Fed- Std 834.  This test 

procedure goes above and beyond the basic ANSI/BIFMA chair testing 
requirements.  The tests for Intensive Use Chairs is used to evaluate the 

performance characteristics of chairs that are designed to be used 24 hours per day 

in severe use environments.

      Chair manufacturers can elect to have their products tested to the Electrostatic 

      Discharge Association ANSI/ESD-STM12.1 – ESD Association Standard Test 

      Method for the protection of electrostatic discharge susceptible items: Seating-

      Resistive Measurement. This standard test method is used to evaluate the 

      electrostatic dissipation of seating intended for use in ESD controlled areas.  

      If the chairs have been tested to the Intensive Use test standard or the ESD test 

      standard, the manufacturer may advertise the chair as being Fed- Std 834 and

      ESD compliant in their GSA brochure.  If the chair is not advertised as 

      being ESD compliant and the manufacturer is verbally promoting the chair as ESD 

      compliant. The customer should contact GSA for verification.
      GSA identifies chair adjustments according to commonly used industry 
      termination. However, some manufacturers frequently attach their own 
      terminology to chair  adjustments making the adjustments, manufacturer specific. 

  B. Side Chairs

Side chairs are chairs that are normally used for seating for short periods of time.   
  Side chairs usually have sled or straight legs. The chairs come with or without 

  Arms.

  Side chairs can be upholstered in fabric or different types of plastic. The seats, 

  backs and the arms can be upholstered. 

  Some side chairs can be stacked or nested. Carts are usually available to store the 

  chairs.

  Side chairs may have rotary bases and swivel/tilt mechanisms.  

  C.  Conference Chairs

  Conference room chairs are use in conference rooms.  These chairs have arms, rotary     

  bases with swivel tilt mechanisms and are height adjustable.  The tilt mechanisms are  

  usually locking. Adjustable armrests are available. The seat backs for conference room 
  chairs are normally mid or high back. Conference room chairs are usually one piece 
  (shell) design. If upholstered, the chairs may have upholstered arms and fully 
  upholstered backs.

Chair Fabrics

  Fabric Grade is a means for the fabric manufacturer to price the fabric. The fabric 
  grading scale is not linked to the quality and/or durability of a fabric, it is simply used 
  to determine the price at which the chair manufacturer purchase the fabric from their 
  suppliers. This price is determined by fiber content, construction, intricacy of weave, 
  pattern design, and performance characteristics. A Grade F fabric may be more 
  expensive than Grade A but is not an indicator of performance, quality or durability.

  All seating on GSA Schedules has been tested to the California Technical Bulletin    

  117- Requirements, Test Procedures and Apparatus for Testing the Flame Retardance 

  Of Resilient Filling Materials Used in Upholstered Furniture. This procedure is    

  intended for use in determining the resistance of resilient cellular materials to flame

  and glow propagation and tendency to char.

  The customer may request a higher level of assurance by specifying that the chair 

  fabrics be tested IAW California Technical Bulletin 133 - Flammability Test 

  Procedure for Seating Furniture for Use in Public Occupancies. This test procedure is 

  designed to test seating furniture for use in occupancies that are identified as or 

  considered to be public occupancies. Such facilities might include, but are not limited 

  to, jails, prisons, nursing care homes, health care facilities, public auditoriums, hotels 

  and motels.  This test procedure is not intended to be used for the evaluation of 

  residential furniture.

The user may request Customer Own Material.  However, when COM is specified, it 

is the customer’s responsibility to insure that the fabric meets any flammability 

requirements.      
Chair Casters
There are two types of casters that are commonly used on the seating.  Soft wheel     

casters are used on hard surfaces such as linoleum. Hard wheel casters are used on    

carpeted surfaces. 
Glides, although more common on Side chairs and stools are available on many of the 

Chairs.  
III. Getting Started

No two people are alike nor do they perform the same tasks in the same manner.  To increase productivity and aid in employee comfort, it is important consider the first rule of office seating, Fitting the Chair to the person not the person to the chair.  As most office chairs are designed and built to satisfy 95% of the population, it is important to consider the other 5% or those with special needs. Most vendors who have GSA Chair contracts will provide loaner chairs for customer evaluation.  When an employee tries out a “new” chair, that chair, because it is different, probably will feel comfortable.  However, it is important to allow the user to sit in the chair for a few days or if possible a few weeks before making a decision. Over a period of time, the user can experience the chair at various positions, while performing different tasks and be better able to make an informed assessment of the chair.  Some vendors can provide checklists with chair features that allow the customer to choose the desired features. Upon completion of the checklist, it is still recommended that a loner be provided. 

IV. Procedures
The Integrated Workplace Acquisition Center has negotiated with all the major chair manufacturers And dealers to offer their products to the federal government at "most favored customer prices.” GSA’s contracts often offer the full range of products produced by the manufacturer. GSA helps meet the requirements of competition under the Competition in Contracting Act (CICA) and FAR §6.102(d) (3). In addition, GSA has already synopsized the procurement and determined the prices to be fair and reasonable. However, please keep in mind that for task orders above the $2,500 micro-purchase threshold, you must still:

· Write a Statement of Work

· Send an RFQ to at least three (3) vendors

· Make a best value decision

It is recommended that you request the GSA contract catalog from any manufacturer you are considering, as the contracts offer an excellent value for the government buyer. Your procurement office should provide a number of manufacturer’s government contract catalogs, and you can also request them directly from the vendor, as well as through the Integrated Workplace Acquisition Center
Using GSA Schedules can save you time and money, and purchases may be based on "best value." This means that other factors besides price are considered, such as:

    • Delivery time

    • Product warranties

    • Special features

    • Installation and maintenance training

    • Past performance

    • Environmental factors

    • Trade-in

    • Probable life

    • Comfort/suitability

    • Technical Qualifications

    • Other (must be specified)

Next, identify the quantity required for each of the different types of seating so that you can place an order for your chairs

After some suitable chairs have been identified, allow the person who will use the chair most to try out the chair in a real work situation. It is especially useful to obtain several sample chairs for a trial comparison by those who will be using them.

Make sure that the chair meets the needs of the workers and their jobs before any final selection is made.

You must then decide which proposal provides the best value to your agency. It is important to indicate what factors you are looking for in your request for quote (RFQ). It is important to indicate weights for evaluation criteria (example 60% price and 40% technical evaluation). This allows companies to provide you a solution based upon the criteria you have designated as important.

In accordance with FAR §8.4, the agency should request pricing from three GSA sources of supply. Do not ask the vendors to provide specifications for the chairs and use that specification as the basis for competition among several vendors. 

In order to help facilitate your selection process, GSA has devised a form that you can use to outline the required information for making best value purchase decisions. The most current Best Value Recommendation form can be found at GSA’s website, www.gsa.gov/furniture, keyword search: “best value.” This completed form should be submitted to the GSA Integrated Workplace Acquisition Center or agency procurement office, along with copies of the quotes obtained from the three Schedule sources.

These include:

• Standard Form 344: used to obligate funds

• Best Value Recommendation form

(mentioned above)

• Justification and Approval for Other than Full

and Open competition: for sole-source

purchases only. Keep in mind that sole-source

purchases have longer lead times due to the

levels of approval required to process these types

of procurements.

• Guidelines to Support Installation Charges: for

Sole-source purchases only.

• Limited Acquisition Plan: for acquisitions over

$100,000

Finally, turn over all of the information gathered to one of the following organizations to place a delivery order from the GSA Schedules:

• NFC 

• Your agency’s procurement office

The Engineering Division of the Integrated Workplace Acquisition Center can provide additional information to aid in your purchase of Office Seating.  

GSA – Integrated Workplace Acquisition Center
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SO YOU WANT AN ERGONOMIC CHAIR – READ THIS FIRST
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