[bookmark: _GoBack]PCRHS Laptop/Equipment Ticket
Please have a staff member or teacher review and sign this before you turn it in.
Instructions:
1. Fill out this form completely and neatly.
2. This form must be turned in with your laptop or other equipment (unless you are reporting missing equipment) in order for it to be looked at and/or fixed. 
3. Equipment may be dropped off and picked up during the following times and locations:
	DROP OFF / PICK UP TIMES
	LOCATION

	Before 1st period
	Outside Cafeteria

	Period 8 Study Hall
	Room LL10



4. When you drop off your equipment, you will receive a repair ticket and sign the repair log. This ticket should be brought to the drop off/pick up locations at the above times to check on the status of your equipment if it has not already been returned to you.

Date _________________________	Time _______________________ Grade __________________
Student Name ____________________________________   Advisory Teacher_____________________
Describe your problem in as much detail as possible.
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________		______________________________________
Student signature					Teacher signature

Missing Laptop or other Equipment

Fill this out completely and return it to the main office immediately!

What is missing (circle one):		Laptop	      Battery       Charger     Other _____________
When was the last time you had it? __________________________________________________________________________________________________________________________________________________________________________

Did you file a police report?   		YES	NO

