Supply Check List


Organizing your work space and supplies are just as important as the many business decisions you make everyday.  Remember you will spend a lot of time in your office, so create an area that is well organized and comfortable yet conducive to productive work. 

Three areas to consider for your office are:

1. Furniture (desk, chair, file cabinet(s), lighting, etc.)

2. Supplies (file folders, binders, stapler, pens/pencils, etc.)

3. Technology (i.e. fax, computer, software, etc.)

Print this checklist to ensure you purchase the supplies you need: 
· Office furniture (desk(s), chair(s), lighting, couch, etc.)

· Message pads/bulletin board 

· Receipt books
· 3-ring binders 
· Personal appointment book 
· Paper clips 
· Pens and pencils 
· Pen holders
· Electric pencil sharpener 
· Stapler 

· Tape 
· Post-It Notes 
· Tacks 
· File cabinet 
· File folders
· Telephone and/or fax machine 
· Computer and supplies (paper, toner, software, etc.)
· Time clock and cards
· _________________
· _________________
· _________________
If clients or other employees will enter the office you’ll need:

· Janitorial supplies 
· Brooms 
· Window cleaner 
· Paper towels 
· Coffee supplies 
· Restroom supplies 
· _________________ 
· _________________
· _________________
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