Offsite Supply List Template
	Item 
	Quantity
	Primary Supplier/Vendor
	Alternate Supplier/Vendor
	Other

	Chairs
	
	
	
	

	Desks
	
	
	
	

	Extension Cords
	
	
	
	

	Drop Cords
	
	
	
	

	Surge Protectors
	
	
	
	

	Power Strips
	
	
	
	

	File Cabinets
	
	
	
	

	Portable air conditioners/fans
	
	
	
	

	Safes
	
	
	
	

	Tables
	
	
	
	

	Waste baskets
	
	
	
	

	Paper
	
	
	
	

	Pens/Pencils
	
	
	
	

	Telephones
	
	
	
	

	Computers and other equipment
	
	
	
	

	Fax machine
	
	
	
	

	Copiers
	
	
	
	

	Other Items (ADD HERE)
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