REQUEST TO USE PERSONAL PROPERTY 

ON SCHOOL SITE

The District approves the use of storage of personal instructional equipment in classrooms or offices IF prior approval is contained in writing from the appropriate administrator.  Any deletions or additions to approved items will also require prior approval.  The District shall assume liability up to fifty percent (50%) of the certified value of the item involving loss due to fire or theft as a result of a break-in, or unauthorized usage by other agencies or other District employees.

	Employee:
	

	School Year:
	
	School Site:
	

	Personal Property:
	

	How Personal Property be used:
	


A  receipt or certified proof of the value of the personal property which is $

 has been provided with this request.

	I understand that if this property is lost as the result of fire, theft or unauthorized use, I will only be reimbursed for up to 50% of the value of this item.

	
	
	

	Employee’s  Signature
	
	Date


	I understand that if this property is lost as the result of fire, theft or unauthorized use, my school site budget will be charged for 50% of the value of this item.

	
	
	

	Site Administrator’s Signature
	
	Date


Revised 06/2008

