
OFFICE SUPPLY INVENTORY 
Week of: ____________________ 

Department: ____________________ 

ITEM DESCRIPTION MON TUE WED THU FRI REFILL? 

Printer Paper 
(Reams)       

Black Ink Cartridges       

Pens / Pencils       

Envelopes (Standard)       

Staples / Clips       

Notepads / Post-its       

File Folders       

        

        

Additional Procurement Notes / Special Orders:  


