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THE SMALL BUSINESS OWNERS GUIDE TO SELECTING 
OFFICE MACHINES  

As a small business owner, it’s often tempting to cut corners when it comes to technology. There is 
a constant tradeoff of improving productivity and meeting budgetary requirements.

Unfortunately, you can’t afford to skimp when it comes to your company’s office machines. Your 
business depends on this equipment to support your employees in doing their best work every day.

At Office Technologies, we outfit small business with the newest technology that best suit their 
needs while ensuring that they meet any financial restrictions.

Before we detail how that’s possible, let’s look at what to consider when choosing the next business 
machine for your small business.

WHAT TO CONSIDER WHEN BUYING OFFICE 
EQUIPMENT FOR YOUR SMALL BUSINESS
Every business is different, and it’s print fleet needs to be designed around its workflows and 
processes.  Determining the right mix of Office Equipment for your business will provide efficiency 
and help scale growth. 

IDENTIFYING YOUR COMPANY'S UNIQUE PRINTING NEEDS

There are many questions that you should be 
able to answer regarding the needs of your 
business. Consider the following: How many 
print users existing in your business? Does your 
business print strictly in monochrome or is color 
printing required? If color is needed, what 
percentage of printing requires color? Do your 
print jobs require finishing such as stapling, hole 
punch, booklet making? Do users need the 
ability to copy/scan/fax? How many users need 
to scan?

This thought process will ensure that the proper 
print fleet is designed to meet the needs of your 
business today and into the future.

UNDERSTANDING THE TOTAL COST OF OWNERSHIP
When purchasing new office equipment, businesses seldom 
consider the total cost of the machine over its expected life. 
Business owners often opt for the cheapest printer or copier to 
keep the business running, not realizing that most of the print 
cost is spent on supplies and service. 

This mistake can cost a business thousands of dollars over the 
machine’s life. Reaching out a knowledgeable print advisor at 
Office Technologies can help you better understand the total  
cost of ownership of print.
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RESISTING THE URGE TO PURCHASE LOW-END 
OFFICE MACHINES TO SAVE MONEY UPFRONT 

It’s tough to pin down how much the average company spends on office equipment and supplies, 
but one spend-management-service company reported that their clients spend an average of $400 
a year per employee.  

Furthermore, every dollar spent on printing, costs another $9 to manage. In total, printing costs, 
typically makes up to 1-3% of a company’s revenue. 

That’s a lot.

Business owners are often cash-conscious when it comes to purchasing assets for their company 
and in the event of needing a new printer or copier, they often tend to purchase the cheapest unit 
available.  

This often is a major mistake and ends up costing the business exponentially over time.

Smaller machines will also typically break down more often. 
Machine breakdowns cost your business productivity and your 
budget money. For example, did you know that the average IT 
Department spends 15% of their time addressing issues relating to 
printing? That’s a lot of time not spending on helping drive your 
business.

Studies have shown that an average of 15% of IT-related tickets 
are printing-related. Even reducing this statistic in half, would 
generate meaningful time for your staff.

In conclusion, while the price tag of a low-end printers & copiers 
looks enticing, business owners should consider the long-term 
cost of printing and the effects on the business. Low-end 
equipment typically becomes far more expensive when you 
consider the total cost of ownership.
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THE UNFORESEEN COSTS OF LOW-END OFFICE MACHINES 
While low-end office machines will cost less money upfront, the cost of supplies, service, and 
replacement of such devices will cost much, much more over time.  A great analogy for supplies 
and service cost is fuel efficiency of a car.  When purchasing a new vehicle, a buyer will often 
determine the fuel economy of the vehicle’s make and model.  If the car offers a low 
miles-per-gallon, the buyer is less likely to purchase, as the vehicle’s gas costs will be much higher 
over time.  We measure the same efficiency in printing through a metric called cost-per-page. 
Unlike two automobiles that may have a difference of 5 miles-per-gallon in fuel economy, the 
difference in cost-per-page (CPP) between office equipment can be 10x more.  This difference in 
CPP can cost a company thousands of additional dollars in supplies and service each year.
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With MPS, you entrust experts to monitor the performance of your office’s printers and copiers. 
This means they can proactively address many of the issues that would otherwise result in costly 
repairs. They even keep an eye on your supply levels, so you’re never without ink, toner, or paper.

While the advantages of managed print services are many, the savings they represent solely when 
it comes to repairs probably deserves the most attention. 

First, it’s impossible to overstate the importance of routine maintenance of office equipment. 
Regular maintenance means your office machines are always able to support your employees’ best 
work. You won’t regularly lose money when a printer or copier quits working because of an issue 
that could’ve been avoided with regular maintenance.

Of course, even the most well-maintained machines may eventually need repairs. When that 
happens, you won’t have to call around for an office equipment repair service or shop around for 
the best price.

HERE IS WHAT A SMALL BUSINESS WOULD SPEND 
WITH 50 EMPLOYEES OVER THE COURSE OF A YEAR
By the numbers:

$4,900 A MONTH*
* ON AVERAGE 

$58,800 A YEAR

10,000
SHEETS OF PAPER
A YEAR

That’s 833 a month with a company of 50 employees 
you will be printing on average about 41,600 pages a month.  

ON AVERAGE AN EMPLOYEE USES 

THE SECRET TO SAVING:
 MANAGED PRINT SERVICES (MPS)

There is a multitude of ways you can save money on 
printing, but, nothing will protect your budget from 
office-supply costs like leveraging managed print 
services for your small business. 

THE FACTS :

will know immediately when you need their help, maybe even before you do, 
and send a technician to your office right away. No more long and expensive 
delays when your equipment isn’t working properly.  

Your MPS representative 



STRUCTURED 
MPS PROGRAM
COUPLED WITH AN EFFICIENT 
MACHINE CAN REDUCE COSTS BY 59%
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$1,979 A MONTH*

*AVERAGE

$23,750 A YEAR 



HOW OFFICE TECH HELPS 
BUSINESS OWNERS JUST LIKE YOU
At Office Tech, we take great pride in partnering with small business owners to ensure they can 
leverage high-end office equipment without spending a lot of money in the process. In fact, our 
clients regularly save money simply by switching to better machines and using our managed print 
services for their small business.

Contact us today and let’s talk about your company’s unique printing and copying needs, so our 
experts can set you up to save and excel. 
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