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Office Supply Checklist

PAPER GOODS & ACCESSORIES

[ | Printer paper

[ ]Envelopes

[ ] Return address labels or stamp
[ ]Notebooks

[ ]Legal pads

[ ]File folders

[ ] sticky notes

[ ] Planner

[ ]Page flags

STORAGE

[ ] File folders

[ ]File cabinet

[ ]Hanging file folders
[ ] Accordion file folder
[ ]Binders

TOOLS
[ ]stapler

[ ]staples
[ ] Paper shredder

[ ] Calculator

|:| Scissors

[ ]Tape

[ ] Tape dispenser

[ ] Three-hole punch

|:| Printer

[ ]Printer ink and toner

WRITING UTENSILS & ACCESSORIES

D Pens

[ ]Pencils

[ ]Erasers

[ ]Pencil Sharpener

[ ]Highlighters

[ ] Permanent Markers

ORGANIZATION

[ ]Whiteboard

[ ] Corkboard

[ | Desk organizer

[ ] Desk document tray/holder
[ ] Calendar

[ ]Planner

[ ]Binder clips

[ ] Paper clips

[ ] Paper clip holder
[ ]Push pins

[ ]Magnets

DESK ORGANIZER

[ ] Desk document tray/holder
[ ] calendar

[ ]Planner

[ ] Binder clips

[ ]Paper clips

[ ] Paper clip holder
[ ]Push pins

[ |Magnets
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