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TO:
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FROM:

Sue Castleman / Visual Arts Supervisor




Jack Tovey / Art Technology Specialist, Visual Arts

SUBJECT:
ArtTIP and Art Technology Equipment Received

Please be aware that the laptops, projectors, cameras, scanners, software, etc. that you receive during ArtTIP or any Art Technology course training is Pinellas County Schools’ equipment.

This is the process for keeping track of the equipment you receive:

•Sign a Property Removal Request Form at the training that indicates you are checking the equipment out of the Visual Arts Department.

• When you return to your school all equipment must be reported to your school and signed out properly on a “Property Removal Request Form” (PCS # 3-1943) So you can take the equipment back and forth from School to your home.  

• The appropriate administrator at your school must approve the Property Removal Request form.

• Make a list and a copy of untagged equipment. Keep the copy and give your bookkeeper the list to record in the school’s “untagged tangible property inventory” 

• Equipment with Property Tags attached will be asset transferred to your school from the Visual Arts Department and your bookkeeper has to be accept the equipment electronically. Check back  after a week to ensure the bookkeeper has accepted the tagged equipment.

• Any time you are reassigned to a new school location, the tagged equipment  must be asset transferred  to your new school since the tagged equipment is on the inventory of your current school.  

• At the beginning of each school year, a new “Property Removal Request Form” must be completed and on file in your school office. 

• When your school inventory is conducted each year by the Property Records field clerks, the tagged equipment must be at the school for verification while the property control clerk is at the school.

• The equipment should be at school everyday. If you take it home at night then bring it back the next day. You are responsible for any equipment while it is at your home.

• When you retire or leave the school district, please remember that this equipment must remain school district equipment.  It is not personal equipment.  Thank you for your cooperation.

