TECHNICAL SPECIFICATION
OFFICE AND STATIONERY SUPPLIES
	Buyer / organisation
	…

	Subject
	Purchase of Office and Stationery Supplies

	Specification date
	…

	Document no
	…



1. Scope
This technical specification sets out the technical criteria for the purchase of the office and stationery supplies listed in the table below, with their description, technical properties, unit and quantity.
2. Conformity
Products offered shall conform to the national and/or international standards cited in the table. Where the destination market requires a conformity marking (for example CE marking in the European Union and in Türkiye), that marking and the corresponding declaration of conformity shall be provided. Products subject to national registration — biocidal products and certain chemicals are the usual cases — shall carry the registration required in the country of use; the buyer states which country that is.
3. Brands and models
Technical properties are defined by measurable criteria and do not direct the tender towards any particular brand or model. No brand, model, patent, origin or source is named for any line in the table. Naming a brand locks a quotation to a single source and ends the comparison; in public procurement it is restricted or prohibited in many jurisdictions, Türkiye among them. Where a technical property genuinely cannot be expressed in measurable terms, a reference model may be named only together with the words “or equivalent”, and the criteria by which equivalence will be judged shall be written out. “Or equivalent” on its own defines nothing.
4. Packaging and labelling
Products shall be delivered in their original packaging, unopened and undamaged. The packaging shall legibly show the product name, the manufacturer or importer, the batch or serial number, the date of manufacture and, where applicable, the expiry date. Where instructions for use are required, they shall be supplied in the language the buyer specifies.
5. Shelf life
For products carrying an expiry date, at least 75% of the total shelf life shall remain at the date of delivery. Products not meeting this condition will not be accepted. The buyer may set a different percentage; the figure is what makes the clause enforceable.
6. Safety data sheet
For chemical products, a current safety data sheet shall be supplied with the delivery, in the language and format required in the country of use.
7. Samples
The buyer may request free samples of any line during evaluation. Samples shall be delivered with the quotation or within the period the buyer sets. A line for which a sample was requested and not supplied may be excluded from evaluation.
8. Place and time of delivery
Delivery shall be made to the address or addresses notified by the buyer. Carriage and unloading are the supplier's responsibility unless the agreed delivery term states otherwise. For cross-border orders the delivery term shall be stated as an Incoterms 2020 rule (for example EXW, FCA, CPT or DAP); the rule decides who arranges and pays for carriage and where the supplier's responsibility ends. The delivery period is at most … calendar days from order confirmation. Where there is more than one delivery point, the quantity for each point shall be stated separately.
9. Partial delivery
No partial delivery shall be made without the buyer's approval. Where partial delivery is approved, a separate delivery note shall be issued for each consignment.
10. Inspection and acceptance
Delivered products shall be examined against the criteria in this specification. Lines found not to conform shall be recorded and replaced by the supplier, at the supplier's cost, within at most … calendar days. The inspection criteria are the same figures written in the item table — nothing is checked that was not specified.
11. Warranty
Items in the nature of equipment, tools and appliances shall be warranted against manufacturing defects for at least 2 (two) years from the date of delivery. For warranted faults the replacement or repair period shall be at most … working days. Statutory warranty and conformity periods in the country of use apply in addition and are not reduced by this clause.
12. Liability
The supplier is responsible for damage, loss and delay arising in transport up to the point defined by the agreed delivery term. Losses arising from incorrect, incomplete or non-conforming delivery are for the supplier's account.
13. Price and invoicing
Unit prices shall be quoted exclusive of VAT or sales tax; the applicable rate shall be shown on a separate line. The currency shall be stated on the quotation. The quotation shall remain valid for at least … days; where costs are denominated in a foreign currency, the basis of any exchange-rate adjustment shall be written out. Invoicing shall follow delivery as a single invoice unless agreed otherwise.
14. Item list and technical properties
The table below contains 50 items. Delete the rows your organisation does not need, add the rows it does, and complete the “Quantity” column.
	No
	Item
	Technical properties
	Unit
	Quantity

	1
	Copy paper A4
	80 g/m² standard; brightness and sheets per ream stated
	Case
	

	2
	Copy paper A3
	80 g/m² standard; sheets per ream stated
	Pack
	

	3
	Coloured copy paper A4
	Colour and g/m² stated
	Pack
	

	4
	Bristol board
	g/m² and sheet size stated
	Pack
	

	5
	Ballpoint pen
	Tip size in mm and ink colour stated
	Each
	

	6
	Gel pen
	Tip size in mm and ink colour stated
	Each
	

	7
	Pencil
	Grade (HB, 2B) stated; with or without eraser
	Each
	

	8
	Mechanical pencil
	Lead diameter in mm stated
	Each
	

	9
	Mechanical pencil lead
	Diameter and grade stated; leads per tube
	Tube
	

	10
	Highlighter
	Chisel tip; colour and pack count stated
	Each
	

	11
	Permanent marker
	Tip shape and line width stated
	Each
	

	12
	Whiteboard marker
	Dry-wipe, tip shape and line width stated
	Each
	

	13
	Eraser
	PVC-free option; size stated
	Each
	

	14
	Pencil sharpener
	With shavings container; single or double hole
	Each
	

	15
	Ruler
	Length in cm and material stated
	Each
	

	16
	Scissors
	Blade length and handle type stated
	Each
	

	17
	Utility knife
	Blade width and locking mechanism stated
	Each
	

	18
	Stapler
	Sheet capacity and staple size stated
	Each
	

	19
	Staples
	Size (e.g. 24/6) and staples per box stated
	Box
	

	20
	Staple remover
	Jaw or plier type stated
	Each
	

	21
	Hole punch
	Sheet capacity and hole spacing stated
	Each
	

	22
	Paper clip
	Size in mm and clips per box stated
	Box
	

	23
	Pin
	Length and pins per box stated
	Box
	

	24
	Binder clip
	Jaw width in mm and clips per box stated
	Box
	

	25
	Glue stick
	Weight in g and solvent-free formulation
	Each
	

	26
	Liquid glue
	Volume and applicator type stated
	Each
	

	27
	Adhesive tape, clear
	Width and roll length stated
	Each
	

	28
	Tape dispenser, desktop
	Weighted base; roll core size stated
	Each
	

	29
	Correction pen or tape
	Tape width and length stated
	Each
	

	30
	Sticky notes
	Sheet size and sheets per pad stated
	Pad
	

	31
	Index tabs and page markers
	Size, colours and count per pack stated
	Pack
	

	32
	Notepad
	Size, ruling and sheet count stated
	Each
	

	33
	Diary or notebook
	Size, ruling, binding and page count stated
	Each
	

	34
	Lever arch file, wide
	Spine width in mm and A4 format
	Each
	

	35
	Lever arch file, narrow
	Spine width in mm and A4 format
	Each
	

	36
	Fastener file
	Card or plastic; pack count stated
	Pack
	

	37
	Punched pocket
	Micron thickness and pack count stated
	Pack
	

	38
	Display book
	Number of pockets stated
	Each
	

	39
	Archive box
	Internal dimensions and board thickness stated
	Each
	

	40
	Letter tray
	Stackable; material and A4 format
	Each
	

	41
	Envelope, DL
	g/m², window option and pack count stated
	Pack
	

	42
	Envelope, pocket
	Size (C4, C5), g/m² and pack count stated
	Pack
	

	43
	Label sheet, laser compatible
	Label size, labels per sheet and sheets per box
	Box
	

	44
	Calculator
	Display digits, power source and tax keys stated
	Each
	

	45
	Whiteboard
	Size, surface type (lacquered or ceramic) and frame
	Each
	

	46
	Whiteboard eraser
	Magnetic option; replaceable pad
	Each
	

	47
	Laminating pouch
	Size and micron thickness stated
	Pack
	

	48
	Binding comb and cover set
	Comb diameter and cover g/m² stated
	Pack
	

	49
	Pen pot or desk organiser
	Compartment count and material stated
	Each
	

	50
	Alkaline battery, AA or AAA
	Pack count stated; rechargeable option separate
	Pack
	



15. Approval
This technical specification consists of … pages and … clauses and has been prepared and signed by those named below.
	Prepared by
	Checked by
	Approved by

	Name: …
	Name: …
	Name: …

	Title: …
	Title: …
	Title: …

	Signature:
	Signature:
	Signature:



This template is a general-purpose example and should be adapted to your organisation's requirements and to the rules that apply where you are buying. Fields left as an ellipsis (…) are completed by the buyer. The governing principle behind it is that technical criteria should secure efficiency and fitness for purpose, should not restrict competition, and should give every bidder an equal opportunity — a requirement written into public procurement law in many countries. Check the legislation in force where you are.
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