
Job Procedure 
 

Replenish Copier Supplies - Paper 
 
Tools/Equipment Required: N/A 
     
PPE Required:   N/A 
 
Material Required:  Ream of paper 
 
 
Steps: 
 

 

1. Obtain paper ream from shelf beside copier 

2. Open empty drawer 

3. Open package 

4. Place paper into open drawer 

5. Close drawer 

6. Place ream sleeve into recycling bin for paper 


