
Office Administration – Equipment - Equipment Consumables Policy and Procedure 	Page 2 of 2

file_0.png

file_1.wmf


Equipment Consumables

Policy	Equipment is operated so that repairs, maintenance and the use of consumables are minimised.

Definitions	Business equipment includes photocopiers, facsimile machines, printers and binders.

	A consumable is a resource required to maintain the equipment or to complete a task using equipment, e.g. toner and paper.

Procedure
Paper 
	Consult the manufacturer’s manual to identify the most appropriate weights and types of paper which can be safely used in business equipment (e.g. photocopiers and printers).  

Place the paper in the equipment according to the manufacturer’s instructions. 
Keep a minimum of three (3) reams and a maximum of ten (10) reams of A4 paper in a cupboard close to the equipment. The amount of paper and other consumables that needs to be stored depends on the availability of supply. If supplies are not readily available because the organisations is located in a remote community, then more consumables need to be kept in stock than if suppliers are located nearby.
	Store remaining paper in a secure location.

Toner
When the toner is empty, remove the toner cartridge from the equipment item and place it in the original box. 
When a replacement cartridge is needed, present the empty cartridge in its box to the Administration Officer, as a reminder that a new cartridge needs to be ordered.
	Used cartridges are to be recycled where the facility is available or otherwise disposed of appropriately.
	Store the empty box in a cupboard close to the business equipment. 

Other consumables (including staples, plastic covers and binding combs) 
	Consult the manufacturer’s manual to identify the appropriate type and size of consumable required. 

Store a small quantity of each consumable in a cupboard close to the equipment.  
Store all remaining supplies in a secure location.  
Notify the Administration Officer when additional quantities are required.

Related documents	
Manufacturer’s manuals for specific items of equipment

