	Office Supply Purchase List

	
	Jan 08
	
	Purchase

	Binders 
	Lg – 6+
med – 1
sm - 5
	
	Binders


	med – 5
sm - 10

	Binder tab dividers
	2 pkgs
	
	
	

	Biz Cards
	0
	
	
	

	board cleaners
	OK
	
	
	

	cd-r’s
	OK
	
	
	

	Copy paper (standard)
	12
	
	
	

	Copy paper (3 hole)
	5
	
	
	

	dry board markers
	0
	
	dry board markers2
	pkgs 4 color

	Envelopes Biz
	¾  bx
	
	
	

	Envelopes, Manila
	Lg - ¼ bx
Med – ½ bx
	
	
	

	Envelopes, Interoffice
	1 bx
	
	
	

	Folders
	2 bx
	
	
	

	Hanging File folder hangers
	0
	
	Hanging File folder hangers
	100

	Highlighters
	OK
	
	
	

	Hole  reinforcements
	3 bx
	
	
	

	Jackets, File
	2 pkgs
	
	
	

	Labels, File Folder
	4 pkgs
	
	
	

	Pads – small-wirebound
	0
	
	Pads – small-wirebound
	15

	Pads – Steno pads
	0
	
	Pads – Steno pads
	12

	Pads – 3 hole
	0
	
	Pads – 3 hole
	1

	Pads - 
	
	
	
	

	Paper clips
	Lg-2 bx
Sm - 0
	
	Paper clips

	Sm - 2

	Plastic Sheet Protectors
	350 pages
	
	
	

	Pens/Pencils
	OK
	
	
	

	Printer ribbons, HP color  printer
	#22 color –2 cartridges
#21 black – 2 cartridges
	
	
	

	

	
	
	
	

	Printer cartridge, Laser printer 12A
	1 cartridge

	
	Printer cartridge, Laser printer 12A
	2 cartridges

	Post-its
	Lg- 0
Med – 0

Sm - 0
	
	Post-its
	Lg- 1 pkg
Med – 1 pkg

Sm - 01 pkg

	Rubber bands
	Lg- 0
Med – 0

Sm - 0
	
	Rubber bands
	Lg- 1 pkg
Med – 1 pkg

Sm - 1 pkg

	scotch tape
	4 rolls
	
	
	

	staples
	OK
	
	
	


