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SYNOPSIS 
A motion is requested to approve a contract with Shane’s Office Supplies of Downers Grove, IL for the 
purchase of office supplies. 
 
STRATEGIC PLAN ALIGNMENT  
The Five Year Plan Goals for 2008-2013 identified Exceptional Municipal Organization.  A supporting 
objective of this goal is Financially Sound and Sustainable Village Government. 
 
FISCAL IMPACT 
The FY09 budget includes $78,722 in the General Fund for the purchase of office supplies.  There is 
ample funding in the budget to allow for the purchases of office supplies  
 
RECOMMENDATION 
Approval on the February 3, 2009 consent agenda. 
 
BACKGROUND 
On October 21, 2008 the Village published a Call for Bids for office supplies. The Call for Bids was sent 
to ten office supply vendors, and also advertised on the Village’s E-Procurement web-site and 
demandstar.com, in accordance with the purchasing policy. Bid information was requested on a list of 
commonly used office supplies by Village Departments. The purchase of furniture and miscellaneous 
office equipment valued over $1,000 was not included on this bid. Four firms submitted bids (Warehouse 
Direct, Shane’s Office Supplies, Office Depot and Quill).  
 
Office Depot is the Village’s current office supply vendor through an intergovernmental purchasing 
agreement with US Communities.  Intergovernmental joint purchasing opportunities were again 
researched, with both the State of Illinois and US Communities.  US Communities was unable able to 
provide updated pricing of items at bid time. 
 
The prices of individual items included in the bid varied. None of the four bidders provided the lowest 
price on all items in the bid. Staff reviewed the Village’s office supply purchasing history and bidders 
proposed prices for individual office supply items. Staff determined that Warehouse Direct submitted the 
bid with the lowest overall cost to the Village. Staff further determined that the bid submitted by Shane’s 
Office Supplies was within 4.5% of the Warehouse Direct bid. The Village Purchasing Policy includes a 
local vendor preference that states purchase recommendations are to be made using vendors located within 
the corporate limits of the Village where two or more bids are substantially equal in price (equal to or less 
than a difference of 4.5%). The difference between Warehouse Direct and Shane’s Office Supply on the 
list of commonly used office supplies is 2.9%.  Shane’s offers the free daily delivery and an electronic 
commerce incentive of 2% rebate will be given for all orders placed online, which will be paid as a credit 
to the account on a quarterly basis. In addition, Shane’s is offering an 80% discount on all items purchased 
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from their catalog.  Their municipal references include Sanitary District and Downers Grove Public 
Library, both of which were favorable. 
 
Since Shane’s does not have a walk in store, staff can still utilize the U.S. Communities Office Depot 
contract pricing to purchase locally with their purchasing card in emergency situations since the Village 
maintains its free membership with US Communities.  
 
ATTACHMENTS 
Contract Form  
Campaign Disclosure Form 
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