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bandiero red • grade l1 blu • grade l1 chianti • grade l1 crema• grade l1

atlantis • grade l1 black • grade l1 claret • grade l1 earthy • grade l1

catalina

dried thyme • grade l1 espresso • grade l1 grigio • grade l1 iced caffe • grade l1

mediterranean • grade l1 mocha • grade l1 pantheon gold • grade l1 tuscan sun • grade l1

venetian night • grade l1 verde • grade l1

jadestone • grade l1 taupe • grade l1

roma

basis fog• grade 1 basis onyx• grade 1 cachet soft black • grade 2 expo fog • grade 1

expo tuxedo • grade 1 impact relic • grade 3 impact stark • grade 3 max ouzo• grade 3

origin iron • grade 1 origin jet • grade 1 origin steel • grade 1 pivot tower • grade 1

prodigy carbon • grade 2 prompt oboe • grade 2 racer abyss • grade 2

cool neutral series

atlantis navy  • grade lv black black • grade lv claret merlot  • grade lv earthy cinnamon • grade lv

jadestone forest  • grade lv taupe gravel  • grade lv

leathers
leather/vinyl match

verbatim black • grade 3

To Order Samples: 800.366.6839
www.memosamples.com

To Order Samples: 800.366.6839
www.memosamples.com
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warranty, terms and conditions
Warranty:
First Office casegoods products are guaranteed to 
be free from defects in design, material, and 
workmanship, given normal use and proper care, 
for 12 years of single-shift service with the exceptions
noted below. First Office will repair or replace, at our
discretion without charge to the original purchaser,
any product or part thereof which fails as the result
of such a defect during the warranty period.

All components not listed below – 12 years
All drawer glide suspensions – lifetime
All locking mechanisms – lifetime
All door hinges – 12 years
Door latches – 12 years
Drawer pulls – 12 years
Casters and pneumatic lifts – 2 years
Projection Screen – 2 years

This warranty does not cover:
· Damage caused by transportation company.
· Color, grain, or texture of wood and other covering

materials (due to natural variations over which
First Office has no control).

· Damage caused by loading file drawers with
anything other than hanging files.

Ordering information:
All orders should be placed with:
First Office
1204 East 6th Street
Huntingburg, IN 47542
P 800.983.4415
F 812.683.7256
orderentry@firstoffice.com

A customer drawing or sketch of the planned
configuration in modular applications will facilitate
order processing.

Prices:
All prices herein are list prices including delivery to
one destination, effective with the January 5, 2009
price list and supersede all other published price
lists. US List Prices are domestic prices only for 
shipment within the Continental United States.  
CAN List prices are prices for product purchased 
out of Canada. Prices are subject to change without
notice, unless quoted in writing. Possession of the
Workspace Resource Guide or the First Office 
January 5, 2009 price list does not constitute 
authority to sell or offer for sale First Office products. 

Acknowledgments:
Orders are acknowledged upon receipt of credit
approval. Your acknowledgement is a detailed
description of items, prices, shipping information,
and shipping date. Please read your acknowledgment
closely and notify First Office immediately of any 
discrepancies. First Office is not responsible for 
errors on orders placed by phone without written
confirmation.

Availability:
First Office is committed to the fastest possible
shipment of all products. Throughout the price
list you will find some items denoted with the
following symbol.       Items marked with this
symbol are a part of the First Office GO program
and deliver on or before 12 business days subject
to inventory levels and credit approval.

Example: GO-4-7236 DPB-LC2-EX-BB-G1

First Office GO items are available in select finishes,
hardware and edge options. When ordering GO items,
be sure to designate these items with a GO in front of
the model number. Quantities on our GO program are
limited to a maximum of 10 suites per order. All other
items are available within our normal manufacturing
schedule. For information on stock availability, call
our customer service hotline 800.983.4415. 

Note: Planned shipping dates may be delayed due to fires,
strikes, natural disasters, or other causes beyond our control.

GO

Quantity Orders:
Contact your First Office customer service
representative to verify inventory and production
schedules to ensure requested shipment date
prior to placing large quantity orders.

Delivery and Freight Charges:
All shipments are F.O.B. point of shipment, freight 
prepaid and allowed, excluding fuel surcharges.
Shipments outside of the Continental United States
are freight prepaid and allowed to port of exit. 
First Office reserves the right to select the most 
appropriate carrier and routing on all shipments;
however, we will try to accommodate requests for
your preferred carrier. First Office reserves the right 
to implement a fuel surcharge. Orders of less than
$1,500 net ($1950 net CAN) will be assessed a 
handling charge of $100 net ($130 net CAN) per order
(this will be waived for items shipped via UPS). 
Any charges arising from failure to receive a 
shipment, rerouting while in transit, or carrier 
storage charges are not included in prices shown.
Orders requiring special services are subject to an
additional charge.

These services include:
· Reconsignment from original destination to new

destination - $35 plus $3.00 per mile net ($46 plus
$3.90 per mile net CAN)

· Refused/Returned Freight
· Freight refused at destination and returned to

First Office - Double Freight
· Freight refused at time of delivery; returned to

First Office to deliver at a later date - Triple Freight
· Detention Fees (after 2 hours of waiting) - $85 net

per hour ($110.50 net per hour CAN)
· Weekend delivery available Friday after 3:00 p.m.

through Sunday night, or Holiday - $600 net
($780 net CAN) per truck

· Customer Pickup
· Customer Request for 3rd party to pick up

freight at First Office terminal - $125 net
($162.50 net CAN)

· Change of Tags/Address/Phone #'s on Shipments -
$35 net ($46 net CAN)

Cancellation / Order Changes
All orders accepted by First Office are considered
firm and binding and are not subject to cancellation.

Warehouse Storage Charges:
If a shipment is held beyond fourteen (14) calendar
days after the order is ready for shipment at your
request, a 0.067% per day (2% per month) storage
charge will be assessed. The effective date will
be fourteen (14) calendar days after the order is
ready for shipment, as long as this date is after the
acknowledged ship date. Further, the prices applied
to the order will be those prices in effect at the time
of shipment.

Extended Production / Ship Dates:
Orders placed with First Office with extended lead
times as requested by you will be subject to price in
effect at time of shipment.

Damaged Merchandise and Freight Claims:
1. Inspect all cartons for damage and verify

carton quality. All shipments are delivered to 
the transportation company in good condition; 
First Office's liability ceases at this time. Do not 
refuse merchandise damaged in transit. Instead 
enter a claim with the transportation company.

2. Record damages and/or shortages on the bill of
landing and freight bill. Do not accept the shipment
until all shortages are noted on both the bill of
landing and the freight bill. Sign only for the items
you receive. If you give the delivering carrier a clear
receipt for a shipment, the carrier is relieved of
further responsibility.

3. If concealed damage is found: Notify the delivering
carrier at once and request an inspection. For
shipments via Styline Logistics, notify your
First Office customer service representative. This
must be done within 15 calendar days of delivery.
Without this inspection the transportation company
will not entertain a claim for loss or damage. If the
carrier will not perform this inspection, you should
prepare an affidavit that you contacted the carrier,
noting the time and date, and that the carrier
failed to comply with your request. All shipping
cartons and inner packing must be retained for
carrier inspection. Do not move the damaged
merchandise from the receiving location. It must
also be retained for the inspection.

Return of Merchandise:
First Office will not accept returned merchandise
without a signed Return Authorization (RA) issued
by our customer service department. All returned
merchandise must be properly packaged and cartoned
to prevent further damage. Carton must be clearly
marked with identifying RA number so that proper
credit can be issued. We will consider issuing RAs
for the following reasons:
· Manufacturing defect (must be inspected by

First Office sales representative)
· First Office order processing error
· Shipping error
· Duplicate shipments
· Mismarked cartons

All merchandise must be returned within thirty (30)
days of the date of the RA to receive credit. Freight
damage, signs of usage, missing parts, etc. will be
adjusted on the amount of credit to be issued.

Repair Charges:
Reimbursement from First Office for repairs must
have prior approval.

Finish Characteristics:
Custom finish color matching is available for special
requirements. First Office must be provided with a
suitable 8" x 10" or larger finish sample. First Office
has a complete library of previously developed
custom finishes that may be an acceptable match.
However, new custom finishes can be developed to
meet specific needs. There will be a $150 net
($195 net CAN) upcharge per order for previously
developed and new custom finishes. Custom finish
matches are valid for 18 months from sample date.
After this time period custom finishes must be
rematched and reapproved for use.

Finish Disclaimer:
Some desktop accessories with plastic feet can
penetrate or burn the finish. This is not a defect in the
finish. Wood is a natural product and minor variations
in wood color, grain, and texture may be visible even
though the pieces are finished at the same time. Also,
light finishes when exposed to ultraviolet rays may
darken and change color. These are not defects in
finish, and merchandise cannot be replaced because
of these natural variations.

BIFMA and ANSI testing
First Office is a member of the Business and
Institutional Furniture Manufacturer’s Association.
Tests developed by BIFMA and approved by the
American National Standards Institute (ANSI)
determine the strength and durability of casegoods
and seating in its everyday use. Although this
testing does not serve as a warranty or guarantee,
First Office products within this price list generally
meet or exceed applicable BIFMA and ANSI standards.

Modification Pricing:
Modifications must be clearly designated on
customer’s purchase order by placing the letters
MOD in front of the model number and noting the
modification needed.

Example:
MOD-17-2248LPR-MLC-DS-CJ-JP-G3 with modified
Box/Box/File pedestal

· For contemporary series only, change two box
drawers in desk, credenza, or return to file
drawer in the same pedestal —no upcharge

· For contemporary series only, change file drawer
to two box drawers in desk, credenza, or return
in the same pedestal —no upcharge

* Contact your Customer Service Representative
for upcharge on drawer configuration changes
for traditional casegoods series.

Wire Receptacle Access Door
(not available on Pulse Quest Laminate and Scope):
Factory installed 18" wide x 15" high left hinge door
for wall receptacle accessibility. Available on bridges,
returns, single-pedestal credenzas, kneespace
credenzas and corner units. Corner units will have
(2) wire receptacle access doors for maximum
accessibility. Wire receptacle access doors are
centered in open area of the inside pack panel.
Please contact your customer service representative
for instructions on how to specify an alternate
location. Size and location changes must have
factory approval and may require upcharge.

(1) 18" wide x 15" high Door for Bridges, Returns,
Single-Pedestal Credenzas, and Kneespace Credenzas
$414 u.s.a. list $538 canada list

(2) 18" wide x 15" high Doors for Corner Unit
$828 u.s.a. list $1,076 canada list

Optional Wire Management Access Cutout
(factory installed):
Cutouts for wall receptacle accessibility. Available on
bridges, returns, credenzas, and corner units. Specify
the location of cutout on back panel. It cannot be
located closer than 3" from any edge.

12" x 12" Cutout –No Upcharge

4" x 4" Cutout –No Upcharge

seating warranty and fabrics
Warranty:
First Office seating products are guaranteed to be free
from defects in design, material, and workmanship,
given normal use and proper care, for 12 years of
single-shift service with the exceptions noted below.
First Office will repair or replace, at our discretion
without charge to the original purchaser, any product
or part thereof which fails as the result of such a
defect during the warranty period.

All components not listed below – 12 years
Casters and pneumatic lifts – 2 years
Foam padding – 2 years
Jet side - 4 years
Mood side - 5 years
Muse side - 4 years

This warranty does not cover:
· Damage caused by transportation company.
· Color, grain, or texture of wood and other covering

materials (due to natural variations over which
First Office has no control).

Ordering information:
All orders should be placed with:
First Office
1204 East 6th Street
Huntingburg, IN 47542
P 800.983.4415
F 812.683.7256
orderentry@firstoffice.com

Prices:
All prices herein are list prices including delivery to
one destination, effective with the January 5, 2009
price list and supersede all other published price
lists. US List Prices are domestic prices only for 
shipment within the Continental United States.  
CAN List prices are prices for product purchased 
out of Canada. Prices are subject to change without
notice, unless quoted in writing. Possession of the
Workspace Resource Guide or the First Office 
January 5, 2009 price list does not constitute 
authority to sell or offer for sale First Office products. 

Acknowledgments:
Orders are acknowledged upon receipt of credit
approval. Your acknowledgement is a detailed
description of items, prices, shipping information,
and shipping date. Please read your acknowledgment
closely and notify First Office immediately of any
discrepancies. First Office is not responsible for
errors on orders placed by phone without written 
confirmation.

Availability:
First Office is committed to the fastest possible
shipment of all products. Throughout this price list
you will find some items denoted with the following
symbol:        Items marked with this symbol are a part
of the First Office GO programand deliver on or
before 12 business days subject to inventory levels
and credit approval. First Office GO seating items are
available in all finishes, fabrics and select leathers.
See page price list for fabric and leather selections.
When ordering GO items, be sure to designate these
items with a GO in front of the model number.
Quantities on our GO program are limited to a 
maximum of 3 chairs, with no more than 1 lounge, 
per dealership, per day. All other items are available
within our normal manufacturing schedule.
For information on stock availability, call our 
customer service hotline 800.983.4415.

Note: Planned shipping dates may be delayed due to
fires, strikes, natural disasters, or other causes
beyond our control.

GO

Quantity Orders:
Contact your First Office Customer Service
Representative to verify inventory and production
schedules to ensure requested shipment date
prior to placing large quantity orders.

Delivery and Freight Charges:
All shipments are F.O.B. point of shipment, freight 
prepaid and allowed, excluding fuel surcharges.
Shipments outside of the Continental United States
are freight prepaid and allowed to port of exit. 
First Office reserves the right to select the most 
appropriate carrier and routing on all shipments;
however, we will try to accommodate requests for
your preferred carrier. First Office reserves the right 
to implement a fuel surcharge. Orders of less than
$1,500 net ($1950 net CAN) will be assessed a 
handling charge of $100 net ($130 net CAN) per 
order (this will be waived for items shipped via UPS).
Any charges arising from failure to receive a 
shipment, rerouting while in transit, or carrier 
storage charges are not included in prices shown.
Orders requiring special services are subject to an
additional charge.

These services include:
· Reconsignment from original destination to new

destination - $35 plus $3.00 per mile net ($46 plus
$3.90 per mile net CAN)

· Refused/Returned Freight
· Freight refused at destination and returned to

First Office - Double Freight
· Freight refused at time of delivery; returned to

First Office to deliver at a later date - Triple Freight
· Detention Fees (after 2 hours of waiting) - $85 net

per hour ($110.50 net per hour CAN)
· Weekend delivery available Friday after 3:00 p.m.

through Sunday night, or Holiday - $600 net
($780 net CAN) per truck

· Customer Pickup
· Customer Request for 3rd party to pick up

freight at First Office terminal - $125 net
($162.50 net CAN)

· Change of Tags/Address/Phone #'s on Shipments -
$35 net ($46 net CAN)

Cancellation / Order Changes
All orders accepted by First Office are considered
firm and binding and are not subject to cancellation.

Warehouse Storage Charges:
If a shipment is held beyond fourteen (14) calendar
days after the order is ready for shipment at your
request, a 0.067% per day (2% per month) storage
charge will be assessed. The effective date will
be fourteen (14) calendar days after the order is
ready for shipment, as long as this date is after the
acknowledged ship date. Further, the prices applied
to the order will be those prices in effect at the time
of shipment.

Extended Production / Ship Dates:
Orders placed with First Office with extended lead
times as requested by you will be subject to price in
effect at time of shipment.

Damaged Merchandise and Freight Claims:
1. Inspect all cartons for damage and verify carton 

quality. All shipments are delivered to the
transportation company in good condition; 
First Office's liability ceases at this time. Do not 
refuse merchandise damaged in transit. Instead 
enter a claim with the transportation company.

2. Record damages and/or shortages on the bill of
landing and freight bill. Do not accept the shipment
until all shortages are noted on both the bill of
landing and the freight bill. Sign only for the items
you receive. If you give the delivering carrier a clear
receipt for a shipment, the carrier is relieved of
further responsibility.

3. If concealed damage is found: Notify the delivering
carrier at once and request an inspection. For
shipments via Styline Logistics, notify your
First Office customer service representative. This
must be done within 15 calendar days of delivery.
Without this inspection the transportation company
will not entertain a claim for loss or damage. If the
carrier will not perform this inspection, you should
prepare an affidavit that you contacted the carrier,
noting the time and date, and that the carrier
failed to comply with your request. All shipping
cartons and inner packing must be retained for
carrier inspection. Do not move the damaged
merchandise from the receiving location. It must
also be retained for the inspection.

Return of Merchandise:
First Office will not accept returned merchandise
without a signed Return Authorization (RA) issued
by our Customer Service Department. All returned
merchandise must be properly packaged and cartoned
to prevent further damage. Carton must be clearly
marked with identifying RA number so that proper
credit can be issued. We will consider issuing RAs
for the following reasons:
· Manufacturing defect (must be inspected by

First Office sales representative)
· First Office order processing error
· Shipping error
· Duplicate shipments
· Mismarked cartons

All merchandise must be returned within thirty (30)
days of the date of the RA to receive credit. Freight
damage, signs of usage, missing parts, etc. will be
adjusted on the amount of credit to be issued.

Repair Charges:
Reimbursement from First Office for repairs must
have prior approval.

Finish Color Matching:
Different wood species offer unique texture and grain.
Minor variations in finish color may occur due to the
natural characteristics of wood. First Office is very
selective in all materials used in its products, 
therefore assuring a commercially acceptable color
and finish.

Finish Disclaimer:
Some accessories with plastic feet can penetrate or
burn the finish. This is not a defect in the finish.
Wood is a natural product and minor variations in
wood color, grain, and texture may be visible even
though the pieces are finished at the same time. Also,
light finishes when exposed to ultraviolet rays may
darken and change color. These are not defects in
finish, and merchandise cannot be replaced because
of these natural variations.

Fabric Color Matching:
First Office does not guarantee and will not assume
responsibility for the fastness of colors or wearing
qualities of any material. Because of industry dye 
lot variations, colors may not match exactly. Any
adjustments made will depend upon the fabric 
manufacturer's willingness to stand behind their
product.

Fabric Puddling:
The content of certain fabrics makes these fabrics
susceptible to puddling and wrinkling over which
First Office has no control. Slight changes in weather
and humidity can affect these fabrics. First Office will
not assume responsibility when this happens.

Directional Fabrics:
Directional fabrics such as plaids, stripes and certain
patterns may not match from seat to back. If you
have a question or concern about the upholstery of a
directional fabric, please contact your First Office
customer service representative and submit a fabric
sample for approval prior to placing an order.

Fabric Application:
All COM fabrics are cut according to the fabric pattern
at the discretion of First Office unless otherwise
directed by the customer. Fabrics such as plaids,
stripes and certain patterns may not meet your 
expectations due to certain sewing patterns, tufting
and contoured shapes of certain styles and models.
When required we will upholster to customer 
specifications but such orders are not subject to
return. If you have a question or concern about one of
these fabrics, please contact your First Office customer
service representative and submit a fabric sample for
approval prior to placing an order.

Fire Retardant Products:
First Office provides select fabrics treated to meet
various fire code requirements. All First Office seating
is manufactured with foam that meets California
Technical Bulletin 117. Boston orders require special
foam wrap for which there is an upcharge. Please
contact your First Office customer service representative
for pricing and availability details.

COM Yardage Requirements:
For clarification and convenience. First Office has 
listed yardage requirements for non-directional COM
and COL for each frame throughout the price list.
Yardage requirements are based on 54" wide plain
fabric. Extra fabric is needed to match any pattern
with matching repeats. Use the chart below as a guide
for additional COM yardage needed where repeats 
are involved. 

Repeat Percent of Extra Fabric Needed
1" – 4" Additional 10%
5" – 9" Additional 20%
10" – 14" Additional 25%
15" – 19" Additional 30%

Repeats larger than 19", fabrics less than 54" wide,
or fabrics requiring matching (stripes, plaids, prints,
large patterns) will require additional yardage based
on the fabric used and the item ordered. COM must be
a single cut piece. Multiple pieces will require more
yardage. A swatch showing one full repeat must be
sent for yardage requirements instructions for these
special circumstances.

COL Square Footage Requirements
COL requirements are based on an average hide size
of 50-55 square feet. Please consult the sales office
for requirements on sizes different from this. All
square footage requirements are based on usable
footage. The shape of the hide and the usable footage
may make it necessary for us to request more leather
after your COL is received. Please note that leather is
a natural product and variation in texture is a pleasing
quality belonging exclusively to high grade, full top
grain leathers. Due to the variation in thickness of
leather, First Office recommends sending a 4" x 4"
swatch for approval. First Office approval signifies
only that such materials can be applied to the 
products for which they are intended. Such approval
does not constitute any responsibility nor any 
warranty on the part of First Office as to the 
appearance, behavior or durability of the COL.

Note: Calf hide requirements will vary based on the
chair model selected. Please contact the sales office
for pattern adaptability confirmation and square
footage requirements prior to placing an order.




