SAMPLE SPREADSHEET
ORGANIZATION:
	BLDG _______  MOVE TO BLDG. _______
DATES: ________________________
	

	
	

	ITEM DESCRIPTION 
	NO OF UNITS

	
	

	BOOK CASE, 3 SHELVES,GLASS FRONT 
	 

	BOOK CASE(W/WORK STATION) 
	 

	BOOK SHELFS (GLASS DOORS) 
	 

	BOXES (FILES, BINDERS, BOOKS) 100 COMTROLLER? 
	 

	BULLETIN BOARD 
	

	CHAIRS 
	

	CONFERENCE TABLE 
	

	CREDENZA/COFFEE TABLE/TABLE 
	

	DESKS, WOODEN 
	

	DIVIDER 
	

	FANS 
	

	FILE CABINET ​2 DRAW LETTER ON WHEELS 
	

	FILE CABINET (3 DRAW ​BROWN) 
	

	FILE CABINET, LARGE 
	

	FOOT REST 
	

	HUTCH 
	

	LAMP 
	

	MAGAZINE RACK 
	

	MICROWAVE 
	

	PRINTER/COMPUTER STAND 
	

	PRINTER(LARGE) 
	

	REFRIGERATOR (SMALL) 
	

	SAFE, 4 DRAWER 
	

	SHREDDER (ELECTRIC) 
	

	STAND, WOODEN 
	

	TYPEWRITER 
	

	WASTE/RECYCLE BASKET 
	

	WATER COOLER/BOTTLES 
	

	WOODEN COAT LOCKERS 
	

	WORK STATIONS 
	

	WORK STATIONS, 7 PC SET 
	

	
	

	
	

	
	

	
	

	
	


