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Administrative Procedures Toolkit





New Employee Office Supply Checklist
· Desk caddy

· Highlighter

· Mouse pad

· Notepad

· Paperclips

· Pens

· Phone list

· Phone operation booklet/ instructions

· Post-it pads – different sizes

· Push pins

· Scissors

· Stapler

· Tape

· Tape dispenser

· Telephone directory

· Wastebasket
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