Equipment Maintenance and Consumables
Compile a comprehensive list of technology found in the workplace. Open a new word-processing document and insert a table with 3 columns and 15 rows and fill it in as below with your list of technology. List maintenance tasks in column 2 and consumables requiring back up stocks if any in column 3.

Add a footer with your name and today’s date. Save the document and email or hand a copy (soft or hard copy) it to your tutor.


************************************
Workplace Technology

	ITEM
	MAINTENANCE
	CONSUMABLES

	Monitor
	Weekly clean with dry cloth
	N/A
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