Stationery Check-List 

Name             : Isabella Neoh
[bookmark: _GoBack]Position         : Executive Director 

	No
	Stationery
	Quantity
	Tick
	Remark

	1
	Ruler 
	1
	
	

	2
	Glue 
	1
	
	

	3
	Triangle paper  Clip 
	1
	
	

	4
	Eraser
	1
	
	

	5
	Ball Pen (Black)
	1
	
	

	6. 
	Ball Pen (Red)
	1
	
	

	7. 
	Ball Pen (Blue)
	1
	
	

	9. 
	Stapler 
	1
	
	

	10.
	Staples 
	1
	
	

	11.
	Post In Pad (3’ x 3’)
	1
	
	

	12. 
	Post In Pad (3’ x 2’) 
	1
	
	

	13. 
	Pencil
	2
	
	

	14.
	Correction Pen 
	1
	
	

	15.
	Scissors
	1
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