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Essential office supplies categories
Category management isn’t just for enterprise companies. Creating a well-organized procurement process with benchmarking for major purchase items and categories makes it easier to buy at competitive rates. 
Check out this office supply checklist for the most common procurement items businesses need by category, including sections for specialized verticals such as service businesses and cannabis dispensaries and cultivators. 
General office supplies
· Pens and pencils
· Notebooks and notepads
· Planners
· Hole punchers
· Paper towels
· Business cards
· Staplers and staples
· Hole punches
· Calculators
· Label maker
· Pushpins
· Rubber bands
· Bulletin boards or whiteboards
· Paper clips and binder clips
· Scissors
· Highlighters and markers
· Tape and glue sticks
· Printer paper
· Toner cartridges
· Envelopes and mailing supplies
· File folders and document organizers
· Whiteboard markers and erasers
· Sticky notes
· Batteries and chargers
· Breakroom supplies
· Janitorial products
Technology
· Computers and laptops
· Monitors and display screens
· Keyboards and mice
· Printers and scanners
· Shredders
· USB flash drives and external hard drives
· Networking equipment (routers, modems)
· Surge protectors
· Power strips
· Software licenses (office suites, design tools)
· Webcams and microphones for virtual meetings
· Projectors and presentation remotes
Furniture
· Ergonomic office chairs
· Adjustable standing desks
· Conference tables
· Cubicle partitions and privacy screens
· Filing cabinets and storage units
· Office sofas and lounge chairs
· Bookcases and shelving units
· Desk organizers and pen holders
· Monitor stands and computer risers
· Keyboard trays and under-desk drawers
· Floor mats for chair casters
· Desk lamps and lighting solutions
Storage
· File boxes
· Stackable storage bins
· Wall-mounted shelves
· Drawer dividers for small items
· Lockable storage cabinets
· Over-the-door hanging organizers
· Rolling utility carts with drawers
· Clear document cases and folders
· Desk-side recycling bins 
Packaging and shipping
· Bubble wrap and packing peanuts
· Shipping boxes in various sizes
· Packaging tape and dispensers
· Mailing envelopes, including padded ones
· Stretch wrap for securing pallets
· Postal scales and shipping labels
· Poly mailers for non-fragile items
· Customized branding stickers 
· Return address stamps and ink pads
The most popular office supplies of 2024
Paper
Everything your team needs to document and present their best work:
· Printer paper
· Photo paper
· Legal pads
· Sticky notes
· Envelopes
· Cardstock
· Copy paper
· Letterhead
· Tracing paper
· Graph paper
· Drafting paper
· Brochure and flyer paper
· Business card stock
· Index cards
Binding
Office essentials for keeping printed materials organized and looking professional:
· Binder clips
· Ring binders
· Binding machines
· Comb binding spines
· Spiral binding coils
· Wire binding spools
· Presentation covers
· Report covers
· Pocket folders
· File folders
· Document holders
· Adhesive mounting squares
· Glue sticks
· Tape dispensers
· Double-sided tape
· Staplers and staples
· Hole punches
· Fasteners
Writing
Everything you need for taking notes and organizing to-dos:
· Ballpoint pens
· Gel pens
· Mechanical pencils
· Highlighters
· Permanent markers
· Dry erase markers
· Fine line markers
· Rollerball pens
· Stylus pens
· Sharpened pencils
· Erasers
· Correction tape/fluid
· Whiteboard markers
· Colored pencils
· Graphite sticks
Storage and desk organizers
Keep your desk tidy and your priorities clear with organized information:
· Filing cabinets
· Desk organizers
· Bookshelves
· Storage boxes
· Drawer organizers
· Wall mounted shelves
· Magazine holders
· Document trays
· Pen holders
· Cable management boxes
· Lockable storage units
· Rolling storage carts
· Stackable desk organizer
· Hanging file folders
· Storage baskets
· Under-desk drawers
· Desktop file sorters
· Lateral file cabinets
· Mobile pedestals
· Office supply caddies
Break room supplies
Get everyone motivated with the tools and refreshments to enjoy the workday:
· Coffee machine
· Kettle
· Microwave
· Refrigerator
· Water cooler
· Dish soap
· Sponges and cleaning cloths
· Paper towels
· Trash bags
· Recycling bins
· Disposable cups, plates, and utensils
· Tea assortment
· Instant coffee packets
· Sugar and sweeteners
· Creamer
· Snacks (assorted)
· Can opener
· Toaster or toaster oven
· First aid kit
· Bulletin board or whiteboard
Furniture and desk accessories
A comfy desk chair and the right mix of furniture lets everyone collaborate how they want:
· Ergonomic office chairs
· Adjustable standing desks
· Conference tables
· Executive desks
· Modular workstations
· Reception sofas
· Break room dining tables and chairs
· Bookcases and shelving units
· File cabinets
· Office partitions and dividers
· Task lighting lamps
· Lounge armchairs
· Whiteboards and corkboards
· Computer carts and stands
· Training tables
· Guest seating chairs
· Height-adjustable monitor arms
· Keyboard trays
· Desk organizers and accessories holders
· Privacy screens
Computer peripherals
Everything your team needs to stay connected when inside and outside the office:
· Ergonomic keyboards
· Wireless mice
· High-definition webcams
· Noise-canceling headphones
· External hard drives
· USB flash drives
· Dual monitors
· Monitor stands
· Docking stations
· Laser printers
· Scanners
· Speakerphones for conference calls
· Desk microphones for video conferencing
· Cable management solutions
· Surge protectors and UPS systems
· Bluetooth adapters
· Graphic tablets for designers
· CD/DVD external drives
· Network routers
· Wi-Fi extenders
Facilities maintenance
The necessary tools to keep every desk clean and every process working smoothly:
· Cleaning supplies (disinfectants, glass cleaner, etc.)
· Paper towels and tissues
· Hand sanitizer and soap
· Trash bags and can liners
· Air fresheners and deodorizers
· Light bulbs and lighting supplies
· Batteries for various devices
· First aid kits
· Toilet paper and bathroom supplies
· Safety signs and equipment (wet floor signs, fire extinguishers)
· Tools for minor repairs (screwdrivers, hammers, wrenches)
· Ladders and step stools
· HVAC filters
· Pest control supplies
· Floor mats for entryways
· Window cleaning equipment
· Water filters for drinking fountains or coffee machines
· Gardening tools for office landscape maintenance
· Locks and security system maintenance tools
Supplies for an open-plan office
· Adjustable standing desks
· Mobile pedestals for personal storage
· Acoustic panels and screens for noise reduction
· Modular sofas and lounge chairs for informal meetings
· Flexible cubicle and cluster seating solutions
· Large communal tables
· Whiteboards and glass boards for brainstorming sessions
· Desk dividers for privacy options
· Floor lamps and task lighting solutions
· Cable management systems to maintain a tidy appearance
· Collaborative technology platforms (e.g.,digital whiteboards)
· Portable room dividers to create flexible meeting spaces
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