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[bookmark: _GoBack]STANDARD OPERATING PROCEDURES
REQUEST FOR OFF-SITE IEP MANDATED EQUIPMENT UTILIZATION
· ITEM DESCRIPTION:


· STUDENT NAME AND OSIS:


· MODEL & SERIAL NUMBER:

· SCHOOL NAME AND CONTACT INFORMATION:


· SCHOOL ADDRESS:


· PARENT NAME AND CONTACT INFORMATION:


· HOME ADDRESS:

REASON FOR OFF-SITE EQUIPMENT USE:
Student will use equipment to complete school and home assignments in a timely fashion.

·  DATE OF EQUIPMENT/SOFTWARE TRANSFER TO THE HOME: 
Borrower's Agreement
"I agree to be responsible for the designated equipment item while it is in my possession and to return it when leaving the NYC Department of Education school system. If the item is lost, stolen, destroyed or otherwise rendered inoperative while in my possession. I agree to reimburse the DOE for the item at replacement value. If the item is damaged, I agree to pay for its repair." 
· 
      SIGNATURE OF PARENT OF STUDENT REQUESTING OFF-SITE USE OF THE ABOVE EQUIPMENT 
· 
      SIGNATURE OF TEACHER DISTRIBUTING THE ABOVE EQUIPMENT

EVS Teachers:  Once signed, please fax this form into SESIS as a “Document Related to IEP” and enter “Equipment Off Site Form” in the Label/Comment box.
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