
Basic Toolkit

Blank File Folders

Labeler

Filing Cabinet

Standing wire rack for
workinprogress support

Collection tools

NoteTaker Wallet
Blank paper
Meeting notepads

Phone

ClockOffice supplies

Blank CDs
Headphones

Business cards
Pens, PostIts, paper clips etc.

Printer

Computer

Address Book

Calendar

List Manager

Stacking Trays

In
Pending

Out
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