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Software Request Form Procedures
For Teachers

1. Complete section 1 of the Software Request Routing Form

2. Complete the entire Software Request Evaluation Form

3. Forward both the Software Request Routing and Software Request Evaluation Forms to
the building Principal for review and approval\denial

For Principals

1. Review both the Software Request Routing and Software Request Evaluation Forms
a. If approved, complete section 2 of the Software Request Routing form and
forward both the Software Request Routing and Software Request Evaluation
Forms to the appropriate Curriculum Supervisor for review and approval\denial
b. If denied, complete section 2 of the Software Request Routing form and return to
teacher

For Curriculum Supervisors

1. Review both the Software Request Routing and Software Request Evaluation Forms
a. If approved, complete section 3 of the Software Request Routing form and
forward both the Software Request Routing and Software Request Evaluation
Forms to the Director of Technology for review and approval\denial
b. If denied, complete section 2 of the Software Request Routing form and return to
teacher



