EQUIPMENT LIST FOR SCHOOL YEAR ____________

SCHOOL:  ___________________________

	ITEM(S) LOANED
	LOCATION AT SCHOOL
	STUDENT(S)

(IF NEEDED)
	DATE LOANED
	DATE RETURNED
	LENDER’S INITIALS
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Mary Devine, PT – Corvallis School District
Explanatory note:

I use this form in the following way:

· A form is made for each school served

· The form is placed in a 3-ring binder, tabbed with each school’s name

· Extra blank copies are made and placed in an individual folder for each school

· The 3-ring binder and the individual folders are placed in a file box, in the equipment room

· Each time something is checked out, it is documented on that school’s page (in the binder)

· As pages get filled up, a new form is added (from the individual folders)

· At the end of the year, anyone can grab that school’s pages and gather equipment to return for inventory. Often, I email the list of borrowed equipment to LRC teachers, general ed teachers, etc. before I go out (so they can gather the equipment into one location)

· We use this for PT, OT, APE and some AUTISM equipment

· IF equipment is going to be stored at a school over the summer, I write that down on NEXT year’s form so I can remember where it is come fall!

This system has worked well over the years…..
