
Event Box Item Checklist 
 

Office Supplies 
• Pens 
• Sharpie Markers 
• Highlighters 
• Stapler 
• Stapler Remover 
• Notepads 
• Double sided tape 
• Regular tape 
• Packing Tape 
• Correction tape 
• Rubber bands 
• Packet Clips – various sizes 
• Scissors 
• Glue Sticks 

 
Repairs & Cleaning 
• Velcro strips 
• Rubber pads 
• Safety pins 
• Goo gone 
• Advil 
• Band-aids 
• Windex 
• Paper towels 

 
Event Items 
• Wine keys 
• Door stops – several 
• Table # stands 
• Wireless remote for Power Point presentations 
• Batteries 
• Nametag foam trays 
• Clip Boards – several 
• A-L, M-Z signs for registration 
• Easels 
• P-touch labeler for walk-in nametags, etc. 
• Camera 
• 2-way radios 
• Flex Straws 
• Background Music CDs 
• Pull carts – large & small 
• Power strip 
• Extension cords 
• Small trashcan 

 
 
Container Store: 

 
http://www.containerstore.com/shop?productId=10001493&N=&Nao=208&Ntt=box  

 



 


