ANNEX 25.5

SUGGESTED LIST OF OFFICE SUPPLIES*
A4 and A3 paper for printer and photocopier

CARE letterheads

CARE rubber stamp

Ink stamp pads

Ball point pens (blue. Black, red colors)

Pencils

Highlighter pens

Permanent markers (assorted colors)

Whiteboard markers (assorted colors)

Flipcharts

Scotch tape

Masking tape

Packing tape

Gem clips

Jumbo clips

File clips

Twelve inch rulers

Writing pads (assorted sizes)

Notebooks

Clipboards

Diskettes/CDs

Scissors

Sharpeners & erasers

Printer cartridges

Photocopier cartridges

Punching machines (single-hole, two-hole, and three-hole)

Heavy duty punching machine

Staplers & staples

Heavy duty stapler &staples

Envelopes (small, medium, large)

Heavy duty envelopes

Carbon paper

File folders

Plastic file envelopes

File dividers

Labels (assorted sizes)

Box files

Cash box

Paper trays

Rubber bands

*Quantities will depend on the size of the emergency operation

