Sample Letter for K-12 Schools — Put on school letterhead

[Date]

NIH Direct Donation Coordinator
Property Utilization Section

Property Management Division, Dock 12
National Institutes of Health, MSC 9674
16050 Industrial Drive

Gaithersburg, MD 20877

Dear NIH Direct Donation Coordinator:

I would like to request permission for [name of school, county school district] to screen eligible
property at the Department of Health and Human Services’ Personal Property Management Office
and/or Excess Property Facility with the purpose of obtaining excess Federal property in
accordance with The Executive Order 12999: Educational Technology or The Stevenson-Wydler
Technology Innovation Act.

The following people are authorized to perform such screening:

Name of School:

ABC Middle School

Name(s) of Screeners:

Harry Jones School Property Officer
Marcia McCall ~ Computer Sciences Instructor

The authorizing signature(s) for all transfer documents for the issuance of property to our school
will be:

Name and Title Sample Signature

Harry Jones, Property Officer* Harry Jones

*(This person should be one of the Screeners because transfer documents are prepared on site.)

This school serves grades thru and has a total number of students.

Check types of equipment to be screened: computers

scientific equipment (only for schools that
engage in science related activities).
The contact person for our school is:

Name
Phone number
Fax
E-mail Address
Sincerely,
Signature of Principal
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FACSIMILE

To: MusTet i-li_s-&:a

Of: '-.ir'ull-:crn'i.'!t: Higk Schoo:
Fhone: 2400-230-7271

Fax: 2a0-236-254

Fapes: 3

Dage: Apal £ 2008

i Attached Is Yoln spprovat letrer requesting |3 soreen spuipment as the DITISMNIH
Proporty Facility. The NIH excess praperty 14 logaled at the:

Caajthershiieg, Distribuiion Csnter (GD
16620 Indust-inl Dove

Crajtaersburg, MD 20877

Prone: A0 -490-42.17

The GDU iz open for the Diract Dematon Progeam on Mondays and Wednesdays from
S0am. to 3:00 p.n,

Please bring pheto identifieation from vous sehooloor-profis arganzarion along with
this approved 1equest, Equipment wali be evatiabis for immediate pick- p. The approval
togereen NIH excess sropemy [ur fe NIH Direct Danation Programs expicss on
September 30, 2004 The NTH Persunal Propz:ty Servicss Bramch “szervas s Hehl 1o
temmizate participation by & schoolnon-prot; organizatior. for feilure to compe with thi
atteched tonrs and s osditfons of the Direst Donazion Progran,

Tae donee cerees i 1':f:‘.'iﬁir the WIH Persocel Propsmy Services Branch immediazaly (n
writitig of any chanpes thit occur regarding the tatus of perscns from the doges’s
schoolmon-profit ergarizétion lersd as antwnee] o acreen property and sizn on beball
ol The vlganzalon,

i
1T you Fave any cuesions, piease conact Devid Hubbard o Hensh Scackunes
AFlete-4247

HIFFeEaana] Popemy Serscas Sanch

GLC Wsrsnauss

AT hdusmal Qhva

Gaitenburg, MO 20877

Fhigeg (307 14054087
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NI Dirm.'t;[}unat[gﬂ Proveam Terms and Conditions

When 4 schoo! 0r non-profit organizatior iz acceatad dnro the N Dliret Donsticn Prepram and
acrively partieipates, 11 agrees hit

1. XiH pes tha nght to conduct lgea iy @ssnranes (nspeciengaudite |m-stle, elophome, ete. ) of
the domated properse to cnsune it s heiag vsad in accorduce with e requirements of b
program: and the law, Scresners Tom & scheol or crganizetion parficinziing in the N1H donation
pragram must ke emplovees of e fehicd! wr urganczetion el beve iden i fcadon cerds to tha.
elfect.. No “middle-men” arrangements ae allowad. N researchers cammol obiain preperty
o7 @ senool based o 3 future appointzen o ¢ school. Donee agrees o notify NIH Lo wrding of
any charges 1 the sfacis of persdng Focp depee’s s 0 Githoriesd scoeeneTs OT SIENSTS.

I Thez Dovee will nog g2l rzade or Jenele the propesi> that has been donatad 1o the sebhocbnon-
protic for three ysars, Accuruis disposition recimds 1.1 he kept of th= propery. Schoal
poraonns] Thet are desigrialed e screeners or awthoriing officials to sign far the propemy on the
scheol’s lemer must be school ernplevess Dotiee coetilies that disposal of iy donation property
from this program will be done in compliance with 2l loca., state, and tederal snvironmental
laws Dioegges assirones all ]i&.".-i]i'.‘_.'r for faiiwe to comply woth theae lmes opont dispnaal of dopased
praperty.

3, NI has the nght to hmot quartites of douasss propemiy requested by 2 s¢zool or non-prosit it
determmed necessary by the Program Admeaistreioen, The number of daya 8 sehool or non-prafit
argarization can parteipate a wesk or envually cen also be onted by the Program
Adminizreatas, Clusntty delermmanstions wall b sesed on mmber of students and the 2clua nesdc
af & 2zhool of don-prolit rod in térme of being sgw abie b viber paricipants in the program

The Proggem Adoninistratar zan dlse ceminete cerlicipaion of a school or noa-protit if 1t coss
not comply with the program ey and cozditicns, © arshouse rules, or if 1t 15 desmmined 20 he
i the oesl izteresi of the 7.5 Goverunenl or 12 Sacsnses 1o other perticipasts oo the program

4. All wansporiaton cosl of domated proporty s the resparsibility of 152 schoo'non-prefit. All
donatzd properiy will he cemmoved th = sarne day of tlls truns e donation tlags cthes
aranEcments are mads with prioy rpproval of the Poolngm Adminrstrsior. Failure to comply
with thiz palicy may result in cunp-2letien of e donation awl possible emove fom the
HICETE L

%, The S:evenson-Wwdler Techunolegy Inmavazion Act authomzzs the direct traps fer of exceas
reseerch equiprent o aducatomel institations and noopouti s orgenations to promote technica
and seeatific sdocation aad roxcarcs activities mnd BLL interprets the act b aoply primdniy e
colleges, universilier and non-proafts that are sctis 2l oncueting soentfic sducahion mn
reseurch envieontoenl AL the Pregmem Admmistrelor s dserelion, o Gmited amiuut aod fypes
of progery copsidered reseercn sbuipren may oo giva 1o sehag’s cpd oo=profite semamg
kirddergarten Twough arade 12 studen s wnder Bxeociive Order 12599,

6. Tae Executive Order 12995 deline: “educatiosnliy waefal Fedars] squipment” &5 computers
{IBM corpacible PCs and Apples) aud relaed periphers] equipmrent, such as printers, modencs,
rolters, and servers. Tn ganeral, ¥TH doss sof inelide compurer sofhwars becanse of lcensiz
izgnes nvobved with duis cype of material,

THIES EXECUTIVE ORDER AND ACT 15 3OT INTENTIED. AND SHOIL.D NOT BE
CONSTRUED, MO CREATE ANY RIGHT OR BESEFIT, SUBSTANTIVE OR TROCEDUTEAL,
ENFORCEABLE AT LAW BY A PARTY AGAINST THE UMITED STATES, ITS AGENCIES
CORITS EMPLOYEES
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