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SYNOPSIS 
A motion is requested to authorize a one-year contract with the option for two one-year extensions with 
Shane’s Office Supply of Downers Grove, IL for the purchase of office supplies. 
 
STRATEGIC PLAN ALIGNMENT  
The goals for 2011 to 2018 identified Exceptional Municipal Services. 
 
FISCAL IMPACT 
The FY12 budget includes $71,000 in the General Fund for the purchase of office supplies.   
 
RECOMMENDATION 
Approval on the February 7, 2012 consent agenda. 
 
BACKGROUND   
Staff issued a request for bids for office supplies. The bid included common office supply items (folders, 
binders, notepads, calculators, etc.), but excluded paper, furniture and computer-related items.  Four firms 
submitted bids: Shane’s, Warehouse Direct, School Specialty and Staples.  Staff evaluated the proposals in 
terms of the price for commonly purchased office supply items. The prices of individual items included in 
the bid varied. None of the companies provided the lowest price on all items in the bid.  
 
Staff determined that Shane’s Office Supply submitted the bid with the lower cost for the majority of the 
commonly purchased office items. Staff also compared prices with the cooperative purchasing contract 
from U.S. Communities which has been awarded to Independent Stationer Office Supply.  Shane’s costs 
are also lower than the U.S. Communities pricing for the commonly purchased office items.   
 
Based on the results of the bidding process, staff recommends awarding the contract to Shane’s Office 
Supply for a one-year period.  Pricing for the commonly purchased office supplies will be locked in for 
this one year period.  Shane’s has provided the Village with excellent customer service for the past three 
years. Orders are placed on-line and are delivered free the next day. This agreement does not require the 
Village to purchase from Shane’s exclusively and staff will continue to have the ability to use other 
vendors in emergency situations.  
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