RE:  Copier toner (ink) 

To all employees at: ___________________________________________ (Location)
If you see a warning that the copier toner is low in this machine, IMMEDIATELY please notify the site administrator or CD _________________________ .
For future reference record here information about the notification:

Name of site administrator/CD _______________________________

Date/time notified copier toner is low:  Date ___/___/___  Time _________am/pm

Person making the notification:______________________________________

This form was replaced when new toner is put in the copier on:______/______/________

