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          Printer Ink & Toner Cartridge Request Form



Directions:
1. This form is only to request Printer Ink and Toner Cartridges not covered by the Managed Print Services (MPS) Program.

2. Please fill out the document below and email to mailto:toner@wakehealth.edu.  Include in the subject line “Printer Ink & Toner Request”.
	REQUESTER INFORMATION

	Name
	

	Department
	

	Telephone Number
	

	Email Address
	

	BILLING & SHIPPING INFORMATION

	Complete Chartfield
	

	Building or Office Name
	

	Floor 
	

	Desktop Location (Office or Suite #)
	

	Complete Address
	

	
	

	Attention Line
	


	PRINTER INFORMATION 

	Xerox Asset Tag Number 
(starts with X00B…)
	

	Printer Serial Number
	

	Printer Model
	

	Current Toner Cartridge(s) #
	

	Quantity Needed of Each
	

	Requested Delivery Date
	


*Toner Requests are subject to review and approval by the Manage Print Services Committee or designee.
*Toner Requests may be substituted with recycled, generic or Office Depot toner.
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