Guidelines for Completing Technology Equipment and Software Requests
These guidelines were developed to assist district staff in the process of acquiring new technology equipment and software.  Technology is constantly changing and can have a significant impact on student achievement through improvement of instructional delivery.  The down side is that there are limited resources available and allocation decisions have to be made.  This process is designed to assist the district in making the wisest choices in distribution.  The Technology Committee is being given the responsibility of assisting with the allocation process by screening and recommending technology requests.  
Application Process
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1.  Staff members need to complete the “Arcadia Valley R-II Technology Equipment and Software Request” form.  (If the request is for software the “Software Evaluation Form” also needs to be completed.)  The forms can be found on the district webpage as outlined below.
A. Go to the district webpage and click on the “Achieving Excellence” link.
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B. On the “Achieving Excellence” link, choose “Technology.”

C. The District Technology Plan and all forms are loaded on the “Technology” page.
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1. Arcadia Valley R-Il Technology Plan.doc or PDF

2. Arcadia Valley R-ll Technology Equipment and Software Request — The following form will be reviewed by the Arcadia
Valley R-II School District Technology Committee at its next meeting. Please provide all information so the Committee can
make the best choices to equitably distribute the District's Technology resources. Please do not include requests for ink,
paper, and other general supplies as these are building-level and program expenditures.

3. Software Evaluation Form - Use the following form to evaluate software prior to purchasing.

Back to Achieving Excellence!





2.  Completed forms need to be returned to the Superintendent’s Office for evaluation by the District Technology Committee.
A. All sections of the form need to be completed.  Some of the information such as cost may be omitted if the request is for hardware.  
B. Include as much information as possible to describe your request and how it will expand technology education in the Arcadia Valley R-II School District.

The following instructions should assist teachers and staff in the process of requesting technology hardware and software.
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Arcadia Valley R-II Technology 

Equipment and Software Request

The following form will be reviewed by the Arcadia Valley R-II School District Technology Committee at its next meeting.  Please provide all information so the Committee can make the best choices to equitably distribute the District’s Technology resources.  Please do not include requests for ink, paper, and other general supplies as these are building-level and program expenditures.

Applicant’s Name: _________________________________  Building: _______________

Date of submission: __________________

1. Please describe what is being requested.  Specific brands may or may not be required, so please provide all details as they are known. 

This sections needs to be completed in as much detail as possible.  If all you know is that you need a new computer, try to provide as much information as you can.  Do you need a CD burner or other specific components to accomplish your educational objectives.
2. Explain how this request fits into your curriculum and promotes student learning.

Explain how the software and/or hardware will increase student achievement.  What benefit will students receive from the technology requested.  List the curriculum objectives that the hardware/software will support (do not just list "all").
3. How does this request support the District’s Comprehensive School Improvement Program and other projects and/or reform efforts.  

Relate the hardware/software to specific goals and strategies listed the Arcadia Valley CSIP.  It can be found at:  http://www.av.k12.mo.us/documents/
4. How does this request support the District’s Technology Plan?  

Relate how the hardware/software support the District Technology Plan by listing the specific goals and strategies within the Plan.  The Plan can be found at:  http://www.av.k12.mo.us/AchievingExcellence/technology.html
5.  Provide the estimated cost for this request.

Provide an estimated cost if you have one.  For software, be sure to determine if the licenses are for a lab, a building or the district.  For software, be sure to include the software evaluation form.
