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Supply Order Checklist 

 

Common Supplies 

� Binders 
� Binder Clips 
� Calculator 
� Calendars 
� Copy Paper 
� Correction Tape 
� Envelopes /  Mailers 
� File Folders 
� File Dividers 
� Glue Sticks 
� Highlighters 
� Hole Punch 
� Labels 
� Note Pads 
� Report Covers 
� Rubber Bands 
� Rulers 
� Scissors 
� Paper Clips 
� Pencils 
� Pens 
� Planners 
� Post-it Notes 
� Staples 
� Staple Remover 
� Storage Boxes 

 
 

 

� Tape 
� Thumbtacks 
� White Out 

Printer Supplies 

� Toner #_____________ 
� Cartridge #__________ 
� Color(s) ____________ 
� ____________________ 
� ____________________ 
� ____________________ 

Miscellaneous 

� Pen/Pencil Cups 
� Paper Trays 
� Office Furniture 
� White Boards 
� Canned Dusters 
� Computer Privacy Screens 
� Screen Cleaning Wipes 
� USB Flash Drives 
� Paper Shredders 
� Mats 
� ____________________ 
� ____________________ 
� ____________________ 
� ____________________ 
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