Supplies Shopping List
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	· Binder 3 Ring & Dividers
	
	· Paper for computer printer
	

	· Box - business card holder
	
	· Paperclips and holder
	

	· Box – IN tray / OUT tray
	
	· Pen, blue or black
	

	· Calculator
	
	· Pens, Marking  (Medium Tip)
	

	· Clock, Desk
	
	· Phone
	

	· Computer, Internet connection
	
	· Planner or Diary 
	

	· Computer, Office Software
	
	· Power cord / Surge protector
	

	· Computer, printer and cartridges
	
	· Puncher, paper (3 hole)
	

	· Cutting blade
	
	· Rubber bands
	

	· Date stamp and ink pad
	
	· Ruler
	

	· Envelopes for mailing
	
	· Scissors
	

	· Fax Machine
	
	· Scotch tape and dispenser
	

	· Folders Hanging - plastic tabs (Clear)
	
	· Staple remover
	

	· Folders Hanging (box-bottom)
	
	· Stapler / Staples
	

	· Folders labels (1”X2.63)
	
	· Staples for stapler
	

	· Folders, Manila
	
	· Wastebasket and Recycle Box
	

	· Highlighters
	
	· 
	

	· Light, Desk
	
	· 
	

	· Notepad
	
	· 
	

	· 
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	· 
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