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REQUEST FOR PROPOSALS 

Managed Print Services 

 

Issuing Agency: Addison Park District 
RFP Title: Managed Print Services 
Proposal Deadline: August 21, 2026 (questions); proposals due by 12 

noon on Friday, August 28, 2026, per submission 
instructions below. 

Submission Contact: Lisa Jeffers, Executive Administrative Assistant 
ljeffers@addisonparks.org 
120 E. Oak Street, Addison, Illinois 60101 

 

1. INTRODUCTION 

The Addison Park District ("The District") is seeking proposals from qualified firms ("Vendor") to 

provide managed print services, including the lease of multifunction copy machines and all related 

service across District facilities. 

2. ADDISON PARK DISTRICT PROFILE 

Addison is located in DuPage County, positioned 20 miles west of downtown Chicago and 

approximately 10 miles southwest of O'Hare International Airport. The District boundary 

encompasses approximately 9 square miles and serves roughly 36,000 residents, managing more 

than 25 park sites totaling over 280 acres of open space, playgrounds, athletic fields, natural areas, 

and neighborhood parks. 

Key Facilities 

• Community Recreation Center (CRC): Houses administration offices, gymnasium, 

preschool/playschool, multi-purpose rooms, dance studio, and rental spaces. 

• Centennial Recreation Center: Home to Club Fitness — a full-service fitness center with a 6-lane 

lap pool, hot tub, sauna, indoor track, group exercise, and personal training. Shared with 

NEDSRA. Includes preschool classrooms, dance studio, and conference room. 

• Links & Tees Golf Facility: Features a 9-hole golf course, indoor golf dome with Top Tracer 

Range and virtual technology, outdoor driving range, practice areas, golf programming, and an 

18-hole mini-golf course. 
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3. SCOPE OF SERVICES 

The District wishes to contract for multifunction copiers and network print management solutions for 

all District offices. The contract term will be either 36- or 60-months beginning November 2, 2026, as 

selected based on vendor proposals.  

 

Note to Vendors: 

Proposals must address all minimum requirements listed below. Any proposed changes or 

deviations must be clearly noted with proposed alternatives and the reasons for deviation. 

 

3A. Copy Machine Capabilities & Requirements 

• Installation Deadline: All devices installed and operational by November 2, 2026. 

• Delivery & Installation: All delivery, setup, and installation charges for equipment must be 

included in proposal pricing. 

• Paper Sizes: All devices must support the following paper sizes: Letter (8.5" x 11"), Legal (8.5" x 

14"), and Tabloid/Ledger (11" x 17"). 

• Print Volume: Average 28,000 copies/month (336,000 annually) as a shared allocation — 

estimated at 11,000 B&W and 17,000 color monthly. 

• Toner: Proposal pricing must include all toner.  

• Print/Scan: The device shall support a minimum 200 sheet capacity duplex (double-sided) 

scanning in a single pass via automatic document feeder (ADF), not requiring manual flip.  The 

device shall also support “Scan-to-Email” with the ability to specify sender address, subject line 

templates, and file size limits/compression for email attachments.  

• Duplex Printing: Automatic 2-sided printing required on all devices — no manual reload of 

paper. 

• Advanced Finishing Options: Staple in multiple locations, hole punch.  

• Secure Print: Secure print functionality based on user ID required on all devices. 

• Existing Devices: Vendor must accommodate all existing District devices currently in service 

(see Exhibit B) under the managed service contract for the full duration of the agreement. 

• Contract Buyout: Vendor must provide a buyout of the District's existing contract in the amount 

of $11,000, to be included as a line item in the proposal pricing. 

• Lease Options: Vendor must provide pricing for both 36-month and 60-month equipment lease 

options, each with included shared allocation, for the District's comparison and selection. 

• Future Devices: Additional devices may be added in the future, co-termed with the same 

contract end date. 

• Overage Rates: Per-page overage rates for B&W and color must be provided. Overages will be 

reconciled quarterly. 
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3B. Service Requirements 

• Existing Device Coverage: Vendor must accommodate all existing District devices (see Exhibit 

B) under the managed service contract from the contract commencement date. 

• Comprehensive Pricing: Pricing must include all service: replacement parts, preventative 

maintenance, emergency calls, travel time. 

• Customer Portal: Vendor must provide a customer portal to track service calls, meters, and 

invoicing. 

• Response Time: Next-day repair service required for all covered devices. 

• Meter Reading: Automated meter reading required for in-network and off-network devices. 

• Service Requests: Automated service requests for device faults required. 

• Management Utility: Centralized meter reading utility. 

• End-User Training: Two 1-hour end-user training sessions within 2 weeks of new device 

installation (locations TBD). 

• Admin Training: One 1-hour administration/management training session required. 

4. PROPOSAL REQUIREMENTS 

Each proposal must include the following information: 

• Cover letter including firm name, address, and primary contact person 

• Company profile including history, size, practice philosophy, and areas of expertise 

• Project understanding and approach 

• References from at least three (3) comparable clients 

• Proposed fee structure with a comprehensive 'not-to-exceed' cost estimate (subject to 

negotiation with the successful Bidder), including separate line-item pricing for both 36-month 

and 60-month lease options 

• Documentation of the $11,000 existing contract buyout as a separate line item in the proposal 

• Plan for accommodating all existing devices (Exhibit B) into the service contract 

• Method for billing additional services beyond the approved 'not-to-exceed' cost estimate 

• Any additional information demonstrating the firm's capacity and capability 

 

5. EVALUATION CRITERIA 

Proposals will be evaluated based on the following weighted criteria: 

Criterion Considerations 
Qualifications & Experience Firm history, personnel qualifications, and relevant 

expertise 
Project Understanding Demonstrated understanding of scope and District 

needs 
Past Performance References and history with comparable clients 
Proposal Quality Completeness, clarity, and responsiveness to all 

RFP requirements 
Timeline & Deliverables Ability to meet the November 2, 2026, installation 

deadline 
Experience Local presence and national/regional managed 

print experience 
Availability Current workload and capacity to service this 

contract 
Value & Pricing Overall cost competitiveness, including both 36- 

and 60-month options 



 

Addison Park District — Managed Print Services RFP — 2026 

6. SELECTION PROCESS 

The Addison Park District will review all submitted proposals. It is anticipated that the selected firm 

will be recommended for approval at the September 21, 2026, Board of Commissioners meeting. 

The Board retains authority for all final assessments and judgments, including the right to reject all 

proposals. 

All proposals will receive fair and equitable treatment. At the District's discretion, revisions may be 

permitted after submission, and prior to award to obtain the best and final offer. The District will 

maintain confidentiality and will not disclose information from competing proposals during 

negotiations, unless such disclosure is required by law. 

The selected firm will be required to enter into a written agreement on terms meeting the District's 

approval and may not assign or subcontract any portion of the contract without prior written consent. 

The selected firm shall operate as an independent contractor and will not be considered an 

employee of the District. Payment will be made on actual invoices as work is completed. 

7. SUBMISSION INSTRUCTIONS & CONTACT INFORMATION 

Proposals should be submitted electronically in PDF format or as one hard copy on or before Friday, 

August 28, 2026, at 12 noon to: 

Addison Park District 

Attn: Lisa Jeffers, Executive Administrative Assistant 

120 E. Oak Street, Addison, Illinois 60101 

Email: ljeffers@addisonparks.org 

 

Questions regarding this RFP must be submitted via email no later than August 21, 2026. 

Responses to all questions will be shared with all firms that have received or submitted the RFP. 

8. RESERVATION OF RIGHTS 

The Addison Park District reserves the right to reject any or all proposals, to waive technicalities, and 

to accept the proposal deemed to be in the best interest of the District. The District is not responsible 

for any costs incurred by firms in preparing or submitting proposals. 
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EXHIBIT B 

Current Device Inventory & Print Volume Estimates 

 

 

Instructions: 

Complete the table below with the details for all existing devices. This exhibit must be included 

with the final RFP when distributed to vendors. Vendors will use this information to size 

replacement equipment and confirm service coverage for existing devices. 

 

Device 
# 

Facility / 
Location 

Current 
Make & Model 

Max 
Paper 
Size 

Stapler 
Required 

(Y/N) 

Est. 
Monthly 

B&W 
Copies 

Est. 
Monthly 

Color 
Copies 

Notes 

 
1 

1 
120 E. Oak St. 

 
HP 3015 

     

 
2 

 
120 E. Oak St. 

 
HP 404 

     

 
3 

 
120 E. Oak St. 

 
HP 1606 

     

 
4 

 
120 E. Oak St. 

 
HP 3010 

     

 
5 

 
120 E. Oak St. 

 
Brother 6200 

     

 
6 

 
120 E. Oak St. 

 
HP 4301 

     

 
7 

1776 W. 
Centennial Pl. 

 
HP 404DN 

     

 
8 

1776 W. 
Centennial Pl.  

 
HP 404DN 

     

 
9 

1776 W. 
Centennial Pl.  

 
Xerox B405 

     

 
10 

1776 W. 
Centennial Pl. 

 
HP 404DN 

     

 

Total Devices: 8 | Combined Est. Monthly B&W: _________ | Combined Est. Monthly Color: __________ 

Exhibit B Prepared By: ____________________ Title: _____________________     Date: ______________ 


