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Recommended Office Products

	Reference and Project Files – For Each Person’s Office

	Image
	Description
	Staples Order #
	Recommended Quantity
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	1. Hanging Folders Letter Size – Navy or Green Color 

Need one hanging file for every file folder

Staples Hanging Folders 25 per box

Price:  $10.99 box Blue Price: $7.99 box Green
	STP13881 Navy
STP13533 Green
	2-4 boxes per person depending on volume of files

Letter is preferred if their office filing drawers can use letter size

	
	2. Hanging Folders Legal Size – Navy or 
Green
Need one hanging file for every file folder

Staples Hanging Folders 25 per box

Price: $12.99 box Blue Price $8.49 box Green
	STP13884
Navy
STP13535 Green
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	3. 2” Flexible Clear Plastic Tabs (Paper Tiger)
For Paper Tiger Filing System only, one clear tab per hanging folder
Oxford Flexible Plastic Hanging Folder Tabs, Clear, 25 per package

Price:  $1.79 pk
	ESS94200
	6-10 packages per person

	
	4. 3.5” Flexible Clear Plastic Tabs 

Need one clear tab per hanging folder

Oxford Flexible Plastic Hanging Folder Tabs, Clear, 25 per package

Price:  $1.99 pk
	ESS94300X
	6-10 packages per person
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	5. Extra Large File Labels (optional)

For using on file folders

Avery Extra-Large Laser/Inkjet Filing Labels

800 per package

Price: $20.99  pk
	AVE35027
	1 package
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HYPERLINK "https://www.grandandtoy.com/shopping/ProductDetails.aspx?productCode=99765"
	6. Return Address Labels (Paper Tiger)
For Paper Tiger Filing System only
Avery White Mailing Laser Labels 1 ¾” x ½”, 1500 per package
Price: $12.99 pk
	AVE08195
	1 package
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	7. 3.5” Flexible Yellow Plastic Tabs
Need one clear tab per hanging folder

Oxford Flexible Plastic Tabs 25 per package

Price: $3.19 pk
	ESS97309
	1 package Per person


	Reference and Project Files – For Each Person’s Office

	Image
	Description
	Staples
Product #
	Recommended Quantity
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 HYPERLINK "https://www.grandandtoy.com/shopping/ProductDetails.aspx?productCode=99801"
	8. Storage Box Letter/Legal 
Fellows Bankers Box

12” x 15” x 10” White 

450lb stacking weight 100% recycled, 12/box

Price: $5.29 per box 
	FEL0063601
	1 or more cartons (12 per box)
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	9. Magazine File on page 271

Eldon, Rubbermaid Magazine File (Optimizer Jumbo Magazine File), Clear 

Price: $15.99 each
	ELD96502ROS
	10 of these in total
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	10. Desk File Trays

You will need 2-3 trays (In, Out and File)

Metal Mesh Stackable Letter Tray, Silver
Price: $       each
	939850
In store only or Staples.ca
	2-3 per person
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	11. Brother PT2730 Electronic Label Maker
This is the model we recommend using

Price: $110.99 each
	BRTPT2730 
	1 per department
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	12. Label Maker Tapes

Brother PT2700 P-Touch Label Tape

9mm Black on White  Price: $17.99 each
	BRTTZE221
	 5 of each

	
	9mm Black on Clear   Price: $17.99 each
	BRTTZE121
	

	
	12mm Black on White Price: $19.99 each
	BRTTZE231
	

	
	12mm Black on Clear Price: $19.99 each
	BRTTZE131
	

	
	18mm Black on White Price: $23.99 each
	BRTTZE241
	

	
	18mm Black on Clear Price:  $23.99 each
	BRTTZE141
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HYPERLINK "https://www.grandandtoy.com/shopping/ProductDetails.aspx?productCode=99801"
	13. Batteries AA for - Label Maker
Price: $21.99 pk
	DURMN1500B20Z

	20 AA Batteries 


	Reference and Project Files – For Each Person’s Office

	Image
	Description
	Staples
Product #
	Recommended Quantity
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	14. File Folders Ivory Letter Size (optional)
File Ivory Folders

100% Recycled 1/2 Tab 100/box

Price:  $14.99  box
	ESSR413
	

	
	15. File Folders Ivory Legal Size (optional)
File Ivory Folders

100% Recycled 1/2 Tab 100/box

Price:  $18.99  box
	ESSR613
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	16. Front To Back File Bars (optional)
Files will face you when you open the file drawer for easier access in most cases.

15” x ½” 2 per package

Price: $13.99 Set of 2
	GLBFBBBLK
	1 package per drawer

	[image: image15.jpg]



	17. Fellowes P-58CS Shredder (optional)
Cross Cuts Up to 8 Sheets

Price: $132.59 each
	FEL3225902
	


	Desktop Action File System – One Per Person

	Image
	Description
	Staples
Product #
	Recommended Quantity
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	17. Hanging File Rack, Letter, Black 

Sits on top of your desk and holds the Tickler File and 5-8 Action Files

Price: $ 15.99  each 
	FEL00534
	1 per person
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	18. Hanging Folders Letter Size – Navy Color 

Staples Hanging Folders 25 per box

100% Recycled 10% PCW

Price: $14.99 box
	STP31881 


	1 box per person
*Select one of these colors or order a color of your choice

	
	19. Hanging Folders Letter Size – Red Color 

Staples Folders 25 per box

100% Recycled 10% PCW

Price $14.99 box
	STP13538
	

	
	20. Hanging Folders Letter Size – Grey Color

Staples Hanging Folders 25 per box

100% Recycled 10% PCW

Price:  $14.99 box
	STP20669
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	21. 3.5” Flexible Plastic Hanging Folder Tabs
Need one clear tab per hanging folder

Oxford Flexible Plastic Tabs 50 per package

Price:  $1.99 pk
	ESS94300X
	1 package per person
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	22. Project Folders 

Wilson Jones Poly Project Folders 10 per package

Opens on the right side and top edge.  Keeps papers together

Price:  $5.34  pk
	554989
Staples.ca
	2-5 packages per person
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	23. Tickler File 

Everyday File, Jan-Dec and 1-31

Deluxe indexed accordion style file has holes in the center of divider to let you see if section contains paper.  Reinforced index tabs are printed on both sides.  Expandable Indexed Desk File.  Number of dividers 43.  Letter size in blue color.
Price:  
	N/A

	1 per person


	Desktop Action File System – One Per Person

	Image
	Description
	Staples
Product #
	Recommended Quantity
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	1 per person

	
	24. Notebook – Black Color

Blueline NotePro Hardcover Notebook, 9 1/4 “ x 7 ¼”, Black
Price: $8.99
	DMNA9C81
	


	Central Files

	Image
	Description
	Staples
Product #
	Recommended Quantity

	[image: image24.jpg]



	26. Hanging Folders Letter Size – Blue Color

Need one hanging folder per file folder

Staples Hanging Folders 25 per box

100% Recycled 10% PCW

Price: $10.99 box
	STP13536
	20  or more boxes depending on volume of files

Note: Need one hanging  file per file folder

	
	27. Hanging Folders Legal Size – Blue Color

Need one hanging folder per file folder

Staples Hanging Folders 25 per box

100% Recycled 10% PCW

Price:  $12.99 box
	STP13539
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	28. 2” Hanging Folder Tabs, Clear
Needed if using the Paper Tiger Filing System, one clear tab per hanging folder
Oxford Flexible Plastic Hanging Folder Tabs, Clear,  25 per package
Price: $1.79  pk
	ESS94200
	20 or more packages depending on volume

	
	29. 3.5” Hanging File Folder Tabs, Clear
Need one clear tab per hanging folder

Oxford Flexible Clear Plastic Tabs 25 per package
Price: $1.99  pk
	ESS94300X
	10 or more packages depending on volume
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	30. 3.5” Hanging File Folder Tabs, Yellow
Used for Section Dividers

Staples Flexible Plastic Tabs 25 per package
Price: $3.19 pk
	ESS97309

	1 package
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	31. Return Address Labels (for Paper Tiger)
For Paper Tiger Filing System only
Avery White Mailing Laser/Inkjet Labels, easy peel
1 ¾” x ½”, 2000 per box
Price: $12.99 pk
	AVE15667
	2 boxes


	Image
	Description
	Staples
Product #
	Recommended Quantity
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	32. Hanging Folder 2” Box Bottom Letter Size - Green
Use these for thick and bulky files
Staples Box Bottom Hanging Folders

100% recycled 25 per box
Price: $34.99  box
	ESS4152X2
	1 box

	
	33. Hanging Folder 2” Box Bottom Legal Size - Green
Use these for thick and bulky files
Staples Box Bottom Hanging Folders

100% recycled 25 per box
Price: $      box
	ESS4153X2
	1 box
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	34. Out Guide Letter Size
When you take a file out put this in its place and keep track of who has the file
Out Guide Letter Top Tab Printed

100% recycled 100 per box
Price: $59.99  box
	ESSE400
	100 guides in letter or legal depending on what hanging files size you use

	
	35. Out Guide Legal Size
When you take a file out put this in its place and keep track of who has the file
Out Guide Letter Top Tab Printed

100% recycled 100 per box
Price: $75.99  box
	ESSE600
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	36. File Folders Ivory Letter Size (optional)

Staples File Ivory Folders

100% Recycled 1/2 Tab 100/box

Price: $14.99 box
	ESSR413

	1 box or more

	
	37. File Folders Ivory Legal Size (optional)

Staples File Ivory Folders

100% Recycled 1/2 Tab 100/box

Price: $18.99 box
	ESSR613
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	38. Front To Back File Bars (optional)

Files will face you when you open the file drawer for easier access in most cases.

15” x ½” 2 per package
Price: $13.99 Set of 2

	GLBFBBBL
	1 package per drawer


	Storage Room Archives

	Image
	Description
	Staples Product #
	Recommended Quantity
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	41. Labels, Avery Neon High Visibility Labels for Laser Printer
Allows for easy retrieval and identification of box number 

2” x 5/8 x 1” 750 per package

Price:$12.59 pk
	AVE05972
	3 packages
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	42. Storage Box Letter/Legal

Fellows Bankers Box
12” x 15” x 10” White 

450lb stacking weight 100% recycled, 12/box
Price: $5.29 per box
	FEL00772
	12+ boxes
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	43. Magnetic Clip 2” 
Used for hanging the Archive File List

Price: $4.99 pk
	STP17676
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	44. Bankers Box Magazine

File Mocha Brown ¼” W x 9 5/8”D x 12”H
Price: $3.49 each
	FEL07223
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	45. White Mailing Tube 3” x 24”
Price: $2.15 each
	STP70250STA
	

	
	46. White Mailing Tube 3” x 36”
Price: $4.69 each
	STP70300STA
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	47. Extra Wide Binder Index Tabs

8 Insertable Tabs Colored 
Price: $2.49 set
	STP13495

STP13487
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	48. Safco Facil Flat Flie Low Base

	n/a
	

	
	49. Safco Facil Flat File Medium Base

	n/a
	

	
	50. Safco Facil Flat File High Base
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	51. Hideaway Hand Truck

250lb Capacity 15.5x8 opens to 16.5x29x43.5
Price: $74.59
	SAF4061
	


	Storage Room Archives


	Image
	Description
	Staples
Product #
	Recommended Quantity
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	52. Safeco Tubular File

20 compartment Steel Wire
Price: 
	n/a
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	53. Safeco Vertical File Stand

Mobile, Sand, Ready to Assemble

	n/a
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	54. Sentry Security Safe

Electronic Lock and Override Key 

16 3/4” x 12 5/8” x  8 11/16”

	
	


	Financial Files

	Image
	Description
	Staples
Product #
	Recommended Quantity
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	56. Index Ready index January - December
Color Printed Tabs 3 Hole Punched

Price: $5.29 set
	AVE11127
	1 or more

	
	57. Poly Expanding Desktop File, Black

Color Printed Tabs 3 Hole Punched

       Price: 
	
	1 or more
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	58. Expanding Hanging File Letter

13 Pockets Black

Price: $18.99 each
	SMD65125
	1 or more


	Image
	Description
	Staples Product #
	Recommended Quantity
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	58. Letter Classification Folder Green

3.5" expansion, 2 dividers, 6 fasteners

Price: $2.96 each
	ESSP436
	

	
	59. Legal Classification Folder Green

3.5" expansion, 2 dividers, 6 fasteners

Price: $3.09 each
	ESSP636
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	60. Frame for Hanging Files

For letter or legal size files
Price: $13.99 each
	ESS450
	1 per file drawer
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	61. Mesh File Desktop File Cube, Letter Size Black
Price: $37.99
	STP11943
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	62. Staples 3-Hole Punched Poly Pocket
Letter Size 5 Assorted Colors
Price: $5.29 pk
	STP36052
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	63. Sheet Protectors Letter Size

Staples, 3-Hole, Non-Glare, Non-Stick Sheet Protectors, Clear, Letter Size, Standard Weight, 100/box
Price: $6.29 pk
	STP17702
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	64. D-Ring Better Binder
1” Blue
Price: $7.49 each
	STP13399
	

	
	65. D-Ring Binder

1 1/2” Blue
Price: $8.49 each
	STP13400
	

	
	66. D-Ring Binder

2” Blue
Price: $9.29 each
	STP13398
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	67. Heavy Duty 3 Hole Punch

Up to 30 sheets
Price: $15.99 each
	STP11999
	


	Image
	Description
	Staples Product #
	Recommended Quantity
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	68. Cable Ties

50 per package
Price: $7.79pk
	887586
Staples.ca
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	69. Cord Away Wire Channel

48”
Price: $
	n/a
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	70. Staples Surge Protector

6 outlet 709 Joules 3’ Cord
Price: $16.99 each
	STP16943
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	71. Fellowes Mesh CD Box

Black Holds Up To 25 CD’s Stackable
Price: $11.99 each
	FEL90480
	

	
	72. CD Media Binder

Price: $
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	73. 3-Drawer Narrow Desktop Chest
3 Drawers Black/Clear, Grey, or White
Price: 
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	74. Rubbermaid Drawer Organizer Black Oversized
Price: $9.99 each
	ELDE11906
	


	Image
	Description
	Staples Product #
	Recommended Quantity
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	75. Rubbermaid Paper Recycle Bin

28 Quart Rectangular
Price: $6.99 each
	CMCKA2818REC
	

	[image: image60.jpg]



	76. 3 Drawer Storage Unit

With Flip Top Lid
Price: $
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	77. 3 Drawer Storage Tower

These snap apart and you add or remove drawers.  To add drawers, buy another unit

Wheeled
Price: $
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	78. Articulating Keyboard Drawer

Multi Desk Positions with Gel Wrist Rest and Mouse Tray
Price: Call furniture department
	Call Jim
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	79. LED DESK LAMP

Antique Bronze Adjustable Height and Shade
Price: $
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	80. Vision Max Desk Lamp

Full Spectrum 13 Watt
Price: $
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	81. Plantronics CS70N Wireless Headset

Noise Cancelling
Price: $379.99 each
	PLNCS70N
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	82. Plantronics Headset Lifter

For Use with the CS70N
Price: $99.99 each
	PLNHL10
	


	Image
	Description
	Staples Product #
	Recommended Quantity
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	83. Global 2600 Plus Series Vertical File Cabinet

2 & 4 Drawer Letter Size Available in Black, Grey and Sand

Please call for pricing
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	84. Global 9300 Series Lateral File Cabinet

2, 3 & 4 Drawer Counterweights Required Available in Black, Gray and Sand

Please call for pricing
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	85. Inveco 5-Shelf Shelving Unit

Holds 4 Storage Boxes per Shelf
Please call for pricing
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	86. Multi Colored Key Tags with Rack

4 Tags per pack
Price: $3.29 pk
	354122
Staples.ca
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	87. Slotted Key Tags

White 20 per package
Price: $7.29 each
	767301
Staples.ca
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	88. 60 Slot Key Cabinet

Sand Color
Price: $77.99 each
	384701
Staples.ca
	

	
	89. 160 Slot Key Cabinet

Sand Color
Price: $199.99 each
	425325
Staples.ca
	


	Image
	Description
	Staples Product #
	Recommended Quantity
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	90. Desk Tray Mesh Metal

Letter Size Front Load Black Stackable
Price: $7.99 each
	ELD62555
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	91. Business Card File Binder 1.5”

Black Includes 20 Clear Insert Pages 20 cards per page
Price: 
	DMNB126181
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	92. Business Card File Refill Sheets
20 cards per sheet 5 per package
Price: 
	GMX5811103
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	93. Desk Tray Plastic

Legal Size Front Load Black Stackable
Price: $6.59 each
	ESS03525
	2 or more trays

	
	94. Supports for 12502 Trays
Price: $2.59 each
	ESS193S
	1 or more brackets
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	95. Step Sorter Wire

Black, Eight Slots
Price: $9.99 each
	STP10855
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	96. Day-Timer blue & White Reversible Yearly Planner, Dated Monthly Calendar Current Year
Dry Erase 36” x 24”
Price: $32.75 each
	DTM803744
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	97. Staples Premium Copy Paper

Letter Size 20lb 92 Bright

Price: $3.99 pkg or $39.90 ctn
	STP15332 pk STP14336 CTN
	Can order by the package or carton
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