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Stationery – Balance Stock as at 31 December 2015

	No
	Name of Stock
	Bal b/d
	In
	Out
	Bal c/f


	1.
	A4 Paper – 70gm 
	6
	10
	10
	6

	2.
	A3 Paper – 80gm
	0
	2
	1
	1

	3.
	A4 Lion Divider – 5 (Lion)
	13
	0
	0
	13

	4.
	A4 Index Divider – 10 (Lion)
	1
	20
	1
	20

	5.
	Arch File Lion 402 – 2”
	0
	1
	1
	0

	6.
	Arch File Lion 403 – 3”
	0
	12
	4
	8

	7.
	Battery AAA (Eveready)
	2
	4
	0
	6

	8.
	Battery AA (Eveready) 
	0
	4
	2
	2

	9.
	Blue Tack (Bostik) / Ezy Tack 
	4
	0
	0
	4

	10.
	Ball Pen (Black)
	3
	0
	2
	1

	11.
	Ball Pen (Red)
	3
	0
	3
	0

	12.
	Ball Pen (Blue)
	2
	0
	2
	0

	13.
	Ball Pen – Zebra Surari 1.0 (Black)
	1
	0
	1
	0

	14.
	Ball Pen – Zebra Surari 0.7 Refill - (Black)
	2
	0
	0
	2

	15.
	Clip – 1” Color
	0
	0
	0
	0

	16.
	Correction Pen
	0
	0
	0
	0

	17.
	Cutter – small (Yosogo 102) 
	0
	0
	0
	0

	18.
	Eraser (soft) – Faber Castell 7086
	3
	0
	1
	2

	19.
	Expanding File 4313 A4CBE
	0
	0
	0
	0

	20.
	Lion Flat File 
	9
	0
	3
	6

	21.
	Lion Pocket File
	11
	0
	1
	10

	22.
	Glue – 50ml
	3
	0
	1
	2

	23.
	Loytape – 24mm x 40m
	7
	0
	1
	6

	24.
	L Shape Folder A4
	3
	0
	0
	3

	25.
	Map Pin – 100
	1
	0
	0
	1

	26.
	Management File A4 – 807A
	17
	0
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	15

	27.
	Masking Tap 48mm – 2”
	3
	0
	0
	3

	28.
	OPP Tape – Brown – 48mm x 40
	6
	0
	1
	5

	29.
	OPP Tape – Transparent 
	0
	0
	0
	0

	30.
	Double Side Tape 
	2
	0
	0
	2

	31.
	Plastic Comb – 8mm x 21R
	1
	0
	0
	1

	32.
	Plastic Comb – 10mm x 21R
	2
	0
	0
	2

	33.
	Plastic Comb – 14mm x 21R
	19
	0
	0
	19

	34.
	Plastic Comb – 16mm x 21R
	1
	20
	0
	21

	35.
	Plastic Fastener (50pcs/box)
	8
	0
	2
	6

	36.
	Plastic Sheet (for binding)
	48
	0
	0
	48

	37.
	Post-It Pad – 3”x 3”
	1
	0
	0
	1

	38.
	Post-It Pad – 2”x 3”
	3
	0
	1
	2

	39.
	Reinforcement Ring 
	1
	0
	0
	1

	40.
	Ruler – 12”
	0
	0
	0
	0

	41.
	Scissors – 6.5”
	0
	0
	0
	0

	42.
	Signature Pen APG13672 1.0 (line) M & G
	2
	0
	0
	2

	43.
	Sheet Protector Sheet A4 – Lion 
	7
	0
	0
	7

	44.
	Stabilo Boss – Yellow
	0
	0
	0
	0

	45.
	Stabilo Boss – Pink
	1
	0
	1
	0

	46.
	Stabilo Boss – Green
	0
	0
	0
	0

	47.
	Stabilo Boss – Blue
	0
	0
	0
	0

	48.
	Stabilo Boss – Orange 
	0
	0
	0
	0

	49.
	Staples (MAX) – 20 small boxes/ctn
	6
	0
	1
	5

	50.
	Stapler HD-10 (MAX)
	0
	0
	0
	0

	51.
	Triangle Paper Clip – 25mm
	10
	0
	1
	9



Prepared by : Emmy Chan
Date : 31/12/2015
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