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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FPhone: 240-23p-7271

Fax: A250-23 ﬁ-'-';’l!;i

Fages: 3

Dare: Apel & 2005

Attached is yoll spprovst lemrer requesting .0 scresn sguipment 4t the DTS NIH
Proporry Facility. The NIH excess property i3 localed at the:

Cagjthershurg Distribution Center (GD)
16030 Indust=ial Dove

Coajthersbuig, MD 20877

Phrone: 301-490-4247

The GDU iz open for the Diract Dematon Progeam on Mondays and Wednasdzyve from
S00am. to 3:00 pn,

Please bring pheo idenification from vour schooloon-profis argan zarian along with
this approved 1equest. Equipment wall be evatiabie for immediate pick-p. The approval
to gcreen NIH excess propoy [ur te NIH Direct Donation Programs expics on
Septemmber 30. 2009 The NIH Personal Prop=:ty Serviess Branch »2zervas s Hehl o
temmicate participation by & school non-prof; organizatior. for feilure to compi . with the
atteched tenrs and cosditfons of thes Direct Donation Program,

Ihe donee pgrees to netify the WIH Persozel Propery Services Branch immediazsly ‘o
writitig of sy changes thit occur regarding the Tatus of perscns from the doges’'s
schoolmon-profit ergavizétion Hered as antoneed o soreen property and sizn on beball
ol The wrgancalion,
|
If you have sny questions, please contast David Hubbard or Hannsh Seacluncs o
Al -298-4247.
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NIH DirectiDonation §

When a schoo! or non-profit organizatior. iz acceatod dnw the NTH Diret Donsticon Prepram and
acrively participalea, 11 agreos chat:

1. NIH hes the nght to conduct jgea’ry sssueancs inspectiengaudite (am-site, ‘elophomiz, ete.] of
the domated propersy to cnsune it is heiag vsad (n accorduce with the requirements of Ee
program and the law, Scresners om & schesl or srganization parficipziing n the N1H donation
prugram musi ke emplovees of the eelical vr urganizetion and bave idenificadon cards to tha.
elfect.. No “middle-men™ arrangements ace allowed. WIE researchers carmot obiin property
foT @ scnool based or a folure appeinten o sehool. Donce agrees o notify SIH o wrding of
any charges 1n the sfarus of persdng o doepee’s 18 o Githonoed sCT8emeTs OT SIENSTS.

I The Dowse will not sell, rrade, ar donete the propert> that has heen donated to the schoclmans
protic for thres yoars, Accurats disposition records will be kept of the propemy, School
persang] Thet are desigrated as screeners or awthorising officials to sign far the propemy on the
5202018 lemer must ke school ernplevess. Donee catiltes that disposal of vy donation property
from this program will be done in compliance with 2l locs!, state, and federal snvironmental
lawrs, Diepee assirnes all lak:l: "; for faiiwre to comply woth these laws opon dispnaal of dopased
property.

3, NIH has the nght to hmit quartites of douassd propetiy requested by & sczool or not-prodit it
delermmed necessary by the Program Admenistreiorn, The numrber of daya a school or non-profit
argarization can part:eipate a week or entually cen also be iimited by the Program
Addeinisreatns, Cluantity deferminstiens el b 2esed on numiber of students and the solua nests
of a 2zhool of don-profil tnd 1n témme of bemng sgw wesle o vlher paricipunts in the program.

The Progrem Adoinistratar zar dlse cemincie _-Lr.;-;..;la inm of a school ot noa-protis if 1t deca
nel comply with the program ey and comditions, « arshouse rules, or if 1t 15 dermmined 0 he
o the 2esl izterest of the T8 Goverusnenl or 12 acsngss o ether perticipasts o the program;

4. All wansposiaton cosl of donated property 15 the respaorsibiiity of (58 school'non-profil. All
donatad property will he removed the samne day of tlls truns e donatior, wlass cthes
arrangsments are meds with prioy spproval of the Poslpgn Adrinesirelor. Failure to cor

with thiz policy may result in canpilaten of tz dooation awl possible emovel frum the
IR ML

%, The S:evenson-Wwdler Technolegy Innavazian Act authomzas the direct traps fer of exceas
reseerch equiprent o aducanomel instimtions and nosmprufis orgenzations to promaote lechnica
ad seeeatific educarion aad coscarcs activitios nd bLEL imterprets the act tooaoply primanly o
colleges, universilier and non-profts that are sctively « '.mf*uv.':'.iwr soiemlific sducabion in o
rescurch envitonmenl, Al the Prégrom Adrmistrator s dserelion, a mied ameud and vpes
of propery considered reserrcn suipown. may o :__-':.1-: 1: EL-1|--k g napprofits sermcing
kirdergarten twongh arads 12 studens wider Fxssoirvs Ordar § 2599,

6. Tae Executive Omier 129959 delines “educationzl’y wsefil Fodarg] squipment” a3 computers
(IBM corparible PCe and Apples) aué related perishers) equipment, such as printers, moden:s,
routers, aind servers. Th goneral, NTH does sed inelede compirer sofnrars becanse of licensing
issugs nvolved with this type of materal,

THES EXECUTIVE ORDER aND ACT 15 30T INTENTIED. ANT SHOUT.DNNOT BE
CONSTRUED, MO CREATE ANY RIGHT OR BESEFIT, SUBSTANTIVE OR TROCEDUTEAL,
ENTORCEABLE AT LAW BY A PARTY AGAINST THE UMTED STATES, ITS AGENCIES.
ORITS EMPLOYEES.

TATEL Pz

F

-



