LAW OFFICE INVENTORY CHECKLIST

ITEM OWNERSHIP DISPOSITION

Communication Systems

1. desktop phones

2. cellular phones or smart phones

3. handsets, headsets or earpieces

4. call routing or voice mail systems

5. answering machines

6. fax machines

7. website and e-mall

8. accessories (e.g. batteries, chargers, etc.)

9. other

Computer Systems

1. desktop computers

2. laptop computers

3. personal digital assistants (PDAS)

4. servers and drives (e.g. backup, portable)

5. printers and scanners

6. peripherals (e.g. keyboards, routers, speakers)

7. portable memory storage (e.g. flash drive)

8. accessories (e.g. cables, surge protectors, etc)

9. other
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ITEM

OWNERSHIP

DISPOSITION

Equipment

1.

photocopiers

2.

shredders

3.

dictation equipment

debit/credit machines

other

Furniture

office desks, computer desks, tables

office and other seating

. filing, shelving and storage

other

Books

(itemize as necessary)

Office Supplies

(itemize as necessary)

Off-site Storage

(itemize as necessary)
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