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Corporate

CD



50 


Monthly

CD envelopes


50 


Monthly

Card Stock


1 ream


Monthly

Copy paper


2 reams 

Monthly

Hand Towels


4 pkgs 


Monthly

Interior Neon bulbs

1 


Monthly

Paper towels


2 rolls 


Monthly

Phone batteries


2


Monthly

Scotch Tape


1 roll


Monthly

Sticky notes 


1 


Monthly

Vacuum Cleaner bags

1 


Monthly

Yellow
 Tablets


1


Monthly

Canned Air


1


Quarterly

Garbage bags 


1 box 


Quarterly

Labeler Tape


1 cartridge

Quarterly

Packaging Tape

1 roll


Quarterly

Postage labels


1 box


Quarterly

Toilet Paper


1 box 


Quarterly

Address Labels


2 boxes


Yearly

Address Labels


2 boxes


Yearly

Billing Envelopes

2 boxes 

Yearly

Billing Statements

2 boxes 

Yearly

Binders



3


Yearly

Cleaning supplies

2 bottles each

Yearly

DVD-RW


6 


Yearly

Fax toner


4 


Yearly

Highlighters


2 boxes 

Yearly

Letterhead


6 reams

Yearly

Letterhead envelopes

1 box 


Yearly

Paper Cups


1 box 


Yearly

Pens



2 boxes 

Yearly

Printer toner BW

6


Yearly

Printer toner Color

6 per color 

Yearly

Staples



2 boxes


Yearly

Trash bags


2 boxes


Yearly

Exterior light bulbs

6 


Yearly

Markers


2


Yearly
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Support

Pens


1 box


Monthly
Tablets


2 tablets 

Quarterly

Sticky notes

1 pad 


2 months

Postage

varies - depends on updates

Bubble pack

varies - depends on updates

Staples


1 box


Year

Printer toner

1


2 months

Copy paper

1 box


Quarterly

CD’s


varies – depends on updates

CD envelopes

varies – depends on updates

Fax toner

2 cartridges

Yearly

Batteries

2


Month

Postage labels

varies – depends on updates

Highlighters

2 box


Yearly

Postage tape

varies – depends on updates

Canned air

1


Monthly

Sanitized wipes

1


Yearly

Monitor wipes

1


Yearly

Label printer labels
2 boxes


Yearly

Address labels

varies – depends on updates

Light bulbs

4 bulbs


Yearly



Maintain all inventory items to a level that will require replenishing twice per year … January and July.
