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Office Depot has two sides when it comes to purchasing: (1) purchasing product for resale and (2) purchasing product and services for internal use.

This brochure will facilitate the process for your company and any other company interested in doing business with Office Depot.  You will find out whom you should contact and the appropriate steps to take to get the information you need in order.  
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MERCHANDISE FOR US AND CANADA

This section pertains to any company that would like to sell a product for resale through any Office Depot channel (stores, catalog, and e-commerce).

Understanding Office Depot

To ensure that the time you spend in preparing your Office Depot presentation is productive, we recommend that you visit a few of our stores.  Also, familiarize yourself with the several different ways we go to market as well as the different channels of distribution that exist.  

Does your product address all the needs of our customers by providing high quality, added value and the best selection?  We value your time as much as you value ours and we want to ensure a quality beginning to a long-term partnership.  Please visit our website at: http://partner.officedepot.com to download all the necessary forms and read about additional information.

Vendor Checklist*:
Complete Company Profile

Complete Product Profile

Complete System Profile

Include Presentation and Samples

Include Catalogs/Sell Sheets

Include Annual Report

Include any specifics needed for your profile

Diversity Development Form**, if applicable

Mailing Instructions*:

For Technology, Electronics, 


For Office Supplies, Food

Communications & Software


Janitorial & Furniture Products:

Products:

Office Depot




Office Depot

Technology Merchandising


Supply Merchandising

2200 Old Germantown Road


2200 Old Germantown Road

Delray Beach, FL  33445



Delray Beach, FL  33445

Attn: New Business Review


Attn: New Business Review

**For Certified Women and Minority-owned Business of Products for Re-sale Only

Office Depot

Vendor Diversity Program

2200 Old Germantown Road

Mailcode: 32B0350

Delray Beach, FL 33445

E-mail: vendordiversity@officedepot.com
Please allow approximately 30 days for a response from the Merchandising Support group at which time you will be instructed on the next steps.  You may be required to make a formal presentation at the Support Center in Delray Beach, Florida.

*Office Depot assumes no financial responsibility for any cost incurred to produce or ship the product or proposal.  All items sent to Office Depot will remain property of Office Depot indefinitely.  Office Depot is under no obligation to purchase any product or service until the Vendor Packet is completed and a Purchase Order has been issued.

**Women-owned businesses must be certified through Women Business Enterprise National Council (WBENC) and Minority-owned businesses must be certified through an affiliate of National Minority Supplier Development Council (NMSDC).

MERCHANDISE FOR INTERNATIONAL STORES
If you are a vendor outside the United States and Canada with a product to sell in Office Depot stores, please contact Charles Tyson, Senior Vice-President of Global Sourcing, AND Michelle Finizio, Global Sourcing Group Administrator at Ctyson@officedepot.com and Mfinizio@officedepot.com.

Or Send Samples and company information to:

Office Depot

Attn: Merchandising Global Sourcing

2200 Old Germantown Road

Delray Beach, FL 33445

MERCHANDISE AND SERVICES FOR INTERNAL USE

For anyone selling products for internal use in Office Depot, not specifically mentioned in the table of contents, please contact Jerry Mire via e-mail: Jmire@officedepot.com.

PRINTING AT OFFICE DEPOT

Catalog

Office Depot has a catalog-printing contract that will not expire until year 2003.

Customer Mail Outs

Office Depot is looking for printers to produce customer mail outs.  Please contact Barbara Bauer at Bbauer@officedepot.com.

Internal Documents (i.e. forms, brochures, etc.)

If you’re a printing company interested in printing our internal forms, brochures, etc. please contact Jerry Mire at JMire@officedepot.com.

STORE FIXTURES
If you supply the steel fixtures used in Office Depot stores or would like to introduce another type of store fixture, please contact the Neil Aportadera, Manager of Store Fixtures at:

Office Depot

Attn: Store Fixtures and Store Planning

2200 Old Germantown Road

Delray Beach, FL 33445

INFORMATION TECHNOLOGY SOLUTIONS

Product

If you are interested in selling Office Depot Point of Sale Equipment (registers, a server compatible with IBM and NCR), Workstations (compatible with IBM and NCR), Printers (Lexmark).

OR

Installation
If you are interested in selling the services that are used to install point of sale equipment, workstations, and printers, you must have

(1) A national presence (based on the geography of our stores) and 

(2) The ability to do rapid deployment.

Please send your company information to Del White, the Director of North American Systems Planning at:

Office Depot

Attn: Del White

2200 Old Germantown Road

Delray Beach, FL  33445

CREDIT AND DEBT COLLECTIONS

If you would like to provide services that involve credit or debt collections, please send your company information to:

Office Depot

Attn: Department of Credit and Risk Management

2200 Old Germantown Road

Delray Beach, FL 33445

CASH MANAGEMENT

The cash management department solicits bids for armored car services.  Although each opened store currently has services, they sometimes solicit bids when a vendor contract will not be renewed.  They also solicit bids from armored car services about two months before a new store opens.

Requirements:

1) Must have a certain amount of insurance

2) Must cover the area the new store is opening

3) Must be able to pick up deposits after 1:00 PM

For further information contact:

Carol Otten





Lori Fortenberry

(561) 438-7874
(561) 438-4202

cotton@officedepot.com
Or
lfortenberry@officedepot.com
2200 Old Germantown Road
2200 Old Germantown Road

ACCM
ACCM

Delray Beach, FL 33445
Delray Beach, FL 33445

STAFFING SOLUTIONS

Permanent

Although Office Depot has a recruiting department that fulfills the needs of placing individuals within the company, we would like to hear about what your company has to offer.  Please send your company information to 

Office Depot

Attn: Human Resources Recruiting

2200 Old Germantown Road

Delray Beach, FL  33445

Temporary

Corporate Office

Office Depot has a contract with Spherion for its entire corporate temporary staffing needs.  Please contact Spherion about any opportunities or business opportunities available.

Office Depot 

Attn: Spherion

2200 Old Germantown Road

Mailcode: 31A1178

Delray Beach, FL 33445

Outside Office Depot’s Corporate Office

If you are a regional recruiter please contact each BSD location for its staff hiring and consulting needs.

ADVERTISING/MARKETING
General Advertising Requests

The person at office depot responsible for all media planning and buying, broadcast, magazine creative development, and outside agency management (i.e. advertising agency) is Jeannie Means.  Please contact Jeannie Means via e-mail at Jmeans@officedepot.com.

On-line Marketing

If you are interested in marketing on-line with Office Depot, contact Linda Watson at Lwatson1@officedepot.com.  Also, please send company information to:

Office Depot

Attn: Marketing Department

2200 Old Germantown Road

Delray Beach, FL 33445

WEBSITE STRATEGIC ALLIANCES

Strategic alliances with a Website are for those companies that want to offer a direct link to OfficeDepot.com on their Website.  Please determine which category your company falls in and forward your information to the appropriate person.

West of Mississippi: Diane Seals – E-mail: Dseals@officedepot.com
East of Mississippi: Marty Welch – E-mail: Mwelch@officedepot.com
Education and Nonprofit: Joan Fox Peppe – E-mail: Jfox2@officedepot.com
PARTERNING WITH OFFICEDEPOT.COM

If your company would like to offer its services through Office Depot’s Website, http://www.officedepot.com, please contact Rupert Oldham, Director of Business Development for Officedepot.com at: Roldham@officedepot.com.

MEDIA RELATIONS
For any companies offering Media Tracking and Support Services, please contact Lauren Garvey, Director of Media Relations via e-mail at Lgarvey@officedepot.com.

LEGAL CONSULTANTS

Please forward your firm’s information to:

Office Depot

Attn: Legal Department Administrator

2200 Old Germantown Road

Delray Beach, FL  33445

The legal department will contact if they have a need for your services.

TRANSPORTATION

If you are interested in providing inbound trucking to Office Depot from vendors to Office Depot locations, please contact Bob Drexler via e-mail at Bdrexler@officedepot.com.
TRAVEL

If you would like to offer travel services for Office Depot associates, please contact Becky Feliciano at Bfeliciano@officedepot.com or send your information to:

Office Depot

Attn: Travel Department

2200 Old Germantown Road

Delray Beach, FL 33445

DONATIONS REQUESTS
If your organization is requesting donations, please call (561) 438-0309, our donation hot line.  The message will outline how to submit a donation request.



CONSTRUCTION

General Contractor Selection Criteria

Following is a checklist of minimum requirements needed to be qualified as an Office Depot General Contractor:

· Positive Dun & Bradstreet report (please contact Brett Neal Peterson via npeterson@officedepot.com).

· Satisfactory AIA Pre-qualification form.

· Retail volume equaling a minimum of 60% of total annual volume.

· Minimum total annual sales volume equaling not less than $15,000,000. Less volume is subject to case-by-case review.

· Minimum bonding capacity of $2,000,000 per project.

· Minimum aggregate bonding capacity of $20,000,000.00.

· Satisfactory feedback from a minimum of 3 retail references and contractor’s bank.

· Maximum bond rate of 1 ½% …less is preferable.

· Signed commitment by contractor’s bonding company that a bond will be written for current project being bid.

· List of previous “like” projects performed in last 5 years.

· Quantity of office personnel (office overhead) should equal one person per $1.2 million annual sales.

· General Contractor to provide written certification that it has an OSHA approved safety program in place.

· General Contractor to provide Letter of Recommendation from its bonding company.

· Provide list of states General Contractor is licensed in.

Please send COMPLETE information packets to:

Office Depot

Construction Department

Attn: Contract Administrator

Mailcode: 33D3148

2200 Old German Town Road

Delray Beach, FL  33445

MAINTENANCE

Maintenance is for companies that offer services in the following areas:

HVAC 


Signage


Lighting

Plumbing

Fire Sprinkler

Automatic Door

Overhead Door

Lawn Care

Electrical

Pallet


Wall Patch/Paint

Glass Repair

Locks & Safes

Dock Levelers

Energy Management

Elevators

Carpet and Flooring

Please contact: 

Office Depot

Attn: Maintenance Department

2200 Old Germantown Road

Delray Beach, FL  33445

REAL ESTATE IN THE UNITED STATES AND CANADA
Brokers and landlords that are interested in placing an Office Depot store on their property please contact:

Larry Carrozella

(860) 529-6332

Alabama, Delaware, Connecticut, Maine, Maryland, Massachusetts, New Hampshire, New Jersey, New York, North Carolina, Pennsylvania, Rhode Island, South Carolina, Vermont, West Virginia

Jim Gorsky

(708) 425-2032

Michigan, Minnesota, Mississippi, Missouri, Illinois, Indiana, Iowa, Kentucky, Ohio, Tennessee, Wisconsin

Joe Jagdmann

(804) 360-1741

Florida, Georgia, Virginia, Washington DC

Rona McNeill

(905) 615-0980 ext. 116

Canada, BSD

Rosalie Ferran

(972) 445-1267 ext. 2

Arkansas, Louisiana, Texas


Marsha Edwards

(530) 589-5955

Alaska, Hawaii, Idaho, Montana, North California, Oregon, Washington

Mark Lauten

(303) 840-0658

Colorado, Kansas, Nebraska, Nevada, New Mexico, North Dakota, South Dakota, Utah, Wyoming

Mike Leonard

(626) 913-0304 ext. 103

South California, Arizona

INTERNATIONAL INVESTMENTS
Opening an Office Depot Store in a Foreign Country:

If you are interested in building an Office Depot store in a country other than the United States and Canada, please contact Timothy Paull, Director of International Projects, via e-mail at Tpaull@officedepot.com.  Also, send any company information to:

Office Depot

Attn: Director of International Projects

2200 Old Germantown Road

Delray Beach, FL 33445













Left blank intentionally








1
8

