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COUNCIL WORKSHOP ITEM

ITEM:       Office Supplies FY 2001/02

DATE:       May 22, 2001

PREPARED BY:       Marty Lyons, Senior Director-Financial Services
      Theresa Tarka, Purchasing Assistant

PURPOSE:       To Award  A contract for Office Supplies for 2001/02
      Purchases and E-Procurement

BID AMOUNT: $59,111.00 ACCOUNTS: All Village 5210 Supply
accounts, see attached
list, A.

DISCUSSION:
This year, staff is not requesting an extension of the office supplies contract due to billing and
order-entry problems with the current vender, Corporate Express.  On March 13, 2001 bids were
opened for Office Supplies Proposal No 02-16-617-01.  Bids were received from Corporate
Express, Prestige Office Products, WareHouse Direct, and Shane’s Office Products.

 Information was also obtained on joint-purchase options for the Village which included the State
of Illinois Contract Stockless Office Supplies Notice of Award # 2121 to Boise Cascade, and the
National Association of Counties (NACO) contract with Office Depot.  A comparison against.
similar items on our bid and the State of Illinois Contract and the NACO contract have been
made. (See attached bid tabulation sheet, B.)  Many of the items that are on our current bids are
not in listed in the Boise Cascade or Office Depot catalog. These products would be made
available through a wholesaler at a higher cost.   Prices on both of these contracts are reviewed
once a year by the originating entities and it would be difficult to determine if pricing would
increase.

WareHouse Direct is recommended as the lowest responsible bidder for the contract for Office
Supplies.  We have tested their service during the month of April and they have provided us with
next-day delivery and excellent customer service.  Some of their references include Arlington
Heights Memorial Library and School District #112 in Highland Park, IL.   In checking
references, everyone had something positive to say about WareHouse Direct.   They recommend
using them for ordering office supplies, especially on line.

Warehouse Direct would provide electronic-ordering capabilities to the Village.  Each
department will be able to order on-line via the Internet.  This will help staff save time and
reduce paper-processing.  Contract pricing for 2001/02 will be available on-line for each
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department as a "favorites" list, simplify the ordering process, eliminate much of the paper flow,
and will ensure that the Village obtains the best price for these supplies. Free training on Internet
purchasing is provided by the vendor.
Other benefits of this bid include:

1. Free delivery is guaranteed in 24 hours if orders are placed before 5:00 p.m.
2. There is no shortage of catalogs since it can be viewed and searched on-line.
3. Discounts are available, depending upon the item, of 20%-89%off the catalog.
4. Net prices (with discounts) are provided, on-line, on every item, eliminating the

current practice of calling for this information.
5. Orders can be routed for review to purchasing staff with e-mail notifications.
6. Billing can be customized to monthly billing listing cost centers.

Council has asked that staff reduce office supply expenditures for FY 2001/02. We believe that
using Warehouse Direct will assist with this goal while still providing excellent service. While,
walk-in stores do offer "sale" items, Warehouse Direct provides a time-efficient, cost-effective
method for obtaining office supplies.  The use of cost-cutting purchasing procedures will be

taken into consideration in future budget allocations.  The above table shows the advantage of
purchasing the estimated-quantity bid items through Warehouse Direct.

Staff will continue to obtain at least two quotations from other vendors for larger office
equipment and furniture (generally valued over $500.00) to ensure that the Village is getting the
best value for each dollar.

RECOMMENDATION:       Accept the low-bid proposal from Warehouse Direct.

________________________________
APPROVED BY ACTING VILLAGE MANAGER
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