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Office of Information Technologies

Staff Laptop Repair Form 

Complete this form if your laptop has sustained damage that requires repair. Submit the form to your building support technologist. This information will be shared with the Director of Information Technologies and your immediate supervisor who will determine if you will be invoiced for the damage. 

	Staff Member’s Name:      

	Today’s Date:      

	School:       
	Date Damage Occurred:      


	Describe the damage and the events that occurred to cause the damage:

     



Signature of Staff Member Submitting Report: _____________________________________


Support Technologist’s Comments:

     
Estimated cost for repair:  $     
Repair Disposition
 FORMCHECKBOX 
 Top of Form

BASD pays for the repair.   


    FORMCHECKBOX 
 Staff member pays for the repair.
Immediate Supervisor: 

      __________________________

_______________








Signature



Date

Director of Information Technologies: __________________________

_______________






                        Signature



Date

Superintendent (if needed):

       __________________________

_______________






                        Signature



Date







