«Schools»
3 October, 2002
Dear «Name»,
The Department is pleased to advise that replacement IBM notebooks for Rollout 3 recipients (IBM R32 replaces Acer) will be delivered to schools during the week commencing 7 October 2002.
The replacement Apple notebooks for Rollout 3 recipients (iBook 600 replaces iBook Blueberry) will be delivered to schools during the week commencing 14 October, 2002.

We appreciate your support in ensuring that the change-over process is as efficient and effective as possible (all notebooks must be returned by Friday 15 November to the Lessor).
This document outlines the delivery and pick-up procedures for the Rollout 3 Cycle 2 Replacement Notebook Program.  Could you please pass this information on to the school’s nominated notebook representative.
This document includes 4 attachments:

Schedule 1:
a schedule of tasks associated with the notebook transition process.

Schedule 2:
instructions for imaging the IBM ThinkPad R32 notebooks
Schedule 3:
a form to be completed and faxed to both the courier company and DE&T advising that notebooks are ready for collection.

Schedule 4:
a copy of the Equipment Check-List sent to notebook users to indicate all the items being returned.

Delivery of new notebooks

Delivery Schedule

Delivery of the new IBM notebooks is scheduled to commence on Monday 7 October and conclude Friday 11 October.  Apple notebooks are scheduled for delivery to commence 14 October, 2002.
The despatch courier TNT and Star-Track Express, will provide the delivery service to schools on behalf of IBM and Apple respectively.

As the School’s Nominated Representative could you please notify Office Staff of the pending delivery of notebooks for the Replacement Program by TNT (IBM notebooks) and Star-Track Express (Apple).  Could a representative from the Office or yourself sign the delivery advice when the units have been delivered to your school.  Please check to make sure that the number of units delivered to your school corresponds with the delivery docket supplied by the courier and retain a copy of the delivery docket for future reference.  You need to be advised by the office that the delivery has been made if you are unable to accept the delivery due to prior commitments.

The IBM notebook models can be identified by their Model Number on the label attached to the box containing the notebook:
· M/T Model: 2658 DM2 standard R32 ThinkPad

· M/T Model 2658 DM1 DVD R32 ThinkPad

The Apple notebooks will be delivered to schools with the Teacher’s name on the address label.  Please ensure that each teacher receives the notebook addressed to them.

To check the school’s allocation of replacement notebooks and the recipients who will receive them access the school’s Round 11 recipients list via the web site www.eduweb.vic.gov.au/forms/school/notebooks.  Remember to log in using the school’s EduMail log-in (i.e. S999901, where 9999 is your school’s entity number) and the password for the school’s EduMail account.  Click on the text ‘Current Notebook Allocations’ to view Notebook Recipient Summary for Round 11.

Store the new IBM ThinkPad R32 or Apple iBook 600 notebooks in a secure area for processing.  Documentation on the procedures for the change-over process is attached as schedule 1.  

Please do not allocate the new notebook to teachers until the change-over process is completed.  Recipients must return the old notebook for processing prior to receiving their replacement notebook.

IBM ThinkPad R32 Delivery Package Check List

· IBM ThinkPad R32 Pentium 4 Notebook

· Power cord

· AC adapter

· Battery pack

· Inter changeable Floppy Disk Drive

· Carry bag

· Telephone cord (modem use)

· 1 spare TrackPoint cap

· Windows XP Professional quick start guide

· ThinkPad R32 setup guide

· Device and Troubleshooting guide

Apple iBook 600 Delivery Package Check List (Option2 includes external Floppy Disk Drive)
· Apple iBook 600 notebook

· Power supply

· Power cable

· Modem cable

· VGA display adaptor

· Carry case

CD’s and Disks

· Image Recovery CD

· iBook Software Restore CD x 2

· iBook Applications CD
· iBook Mac OS 9 Install CD

· iBook Mac OS X Install CD

· Apple Hardware Test CD

Guides and Manuals

· iBook User’s Guide
Other Documentation

· Apple Software Proof-of-Purchase Coupons 

· Apple Software Licence Agreement

· Apple Software Licence Agreement for Mac OS X

· Apple Computer Warranty Card

· Apple Service and Support Leaflet

Processing Notebooks for Return

Current Round 3 notebooks that have not been purchased (closing date 5pm 19 October for purchases) by staff need to be processed for return to the Lessor by no later than Friday 15 November.  Detailed instructions for this process are attached in Schedule 1. It is requested that “Detail Old Notebook’ process be completed for all notebooks due for return by Friday 8 November or earlier if possible so that the courier can collect the notebooks and deliver the units to the leasing company by the due date (15 November).

Please note the following:

1. De-imaging the current notebooks

You are not required to delete the software image on the current notebooks that are being returned to the Lessor.  Arrangements have been made with the Lessor’s agent to complete this task. However, notebooks that are being purchased by staff must be de-imaged for reasons of copyright (please refer to schedule 1).  A de-imaging disk for this purpose will be mailed to schools shortly.

2. Check that the current notebooks are fully operational and that all accessories of the old Acer and Apple notebooks have been given to you for return. Notebooks users have been asked to ensure that their notebooks are fully functional and able to boot from battery. They were also sent an Equipment Check-List (schedule 4) to be completed and given to you. Please use this to confirm the returned items.  Recipients have been advised that they will be liable for costs associated with the repair of the notebook and/or the replacement of missing accessories.
3. Complete the on-line check list as follows:

Step 1. Access www.eduweb.vic.gov.au/forms/school/notebooks.  

Log in using the school’s EduMail log-in (i.e. S999901, where 9999 is your school’s entity number) and the password for the school’s EduMail account.  Click on the text ‘DE&T Notebook Check Lists’. The ’DE&T Notebook Check Lists’ screen appears which includes a list of all current Round 3 notebook Recipients at your school.

Step 2a.  Click on a Teacher’s name.

This launches the checklist for that teacher.  If the Purchase check box is ticked, all other check boxes are irrelevant with the exception of the De-Imaged if purchased check box.
Step 2b Complete the de-image process and go to step 4.

Step 3. Click on the check boxes as relevant.

A tick indicates that the check box is TRUE.  For example, a √ next to ‘Visible Damage’ indicates that there is visible damage while a √ next to the ‘Carry Case’ indicates that the carry case has been returned (leave blank if not true).

Step 4. Click in the input section of the form labelled ‘Batch Number:’ and enter a batch number.

Each batch of notebooks being returned should be numbered sequentially. The first batch will therefore be 1. If a second batch is organised for return later, this will be batch number 2, etc.  It is preferable to send all notebooks back in one batch to AirRoad, the batch number for all Recipient checklists should be 1.
Step 5. Click in the input section of the form labelled ‘Completed By:’ and type in your name. (First name followed by Surname).

Step 6. Click on the DAY, MONTH and YEAR scroll down arrows to enter the date that the notebook was processed for return.

Step 7. Click on the SAVE button to save your data.

You will be returned to the ‘DE&T Notebook Check Lists’ screen.

Step 8. Complete steps 2 to 6 for all Round 3 Recipients at your school.  When the process is completed click on the BACK button to return to the school’s Administration menu and close the browser.

This completes the check list process.  Note that this process can be undertaken as required, i.e. as the notebooks are supplied for processing.

When you have faxed the DE&T VIC Notebook Returns schedule 3 to AirRoad on 03 - 9369 8890, please fax schedule 3 to the Notebook Team on 03 - 9637 2590.  It is important that both numbers are faxed.
Please refer to schedule 1 for guidance in processing the notebooks.

Imaging the IBM ThinkPad R32
The DE&T IBM ThinkPad R32 image CDs will be mailed to TSI Technicians and school notebook representatives during week 1 of term 4.  It is important that the CDs are stored in a secure area and if possible backed up to the school’s Curriculum Server.  

Also be aware that the image has to be available for IBM technical support staff in the event of any warranty issues such as Hard Disk Drive replacement on site.

The image consists of 4 CDs and will take approximately 30 minutes to load onto each notebook individually.  Using the school’s network facility would enable multiple imaging and speed up this process.

Software included as part of the image is OEM Windows XP, MS Office 2000 - Premium, MS Internet Explorer V6, OutLook Express V6, Norton Anti-Virus Corporate Edition, Adobe Acrobat Reader V5.05, MS NetMeeting V3, WinDVD 3.2 for notebooks with a DVD, Quick Time Player 5.02 and freeware clone of Winzip.
Please refer to Schedule 2 – instructions for imaging the IBM ThinkPad R32 notebooks.

Imaging the iBook 600

The DE&T/Apple image is pre-loaded at the factory

Software loaded on the iBook 600 notebooks includes MAC OS X, MS Office 2001, Internet Explorer V5, Email Entourage, Norton Anti-Virus Corporate Edition, Adobe Acrobat Reader and Real Player 

De-imaging the old notebooks

You are not required to de-image the returning notebooks.  Arrangements have been made with the Lessor’s agent to complete this task.

However, if a teacher has purchased their Round 3 notebook all software must be removed with the exception of the Operating System for reasons of copyright.
Packing and Collection of Notebooks

Packing

All Rollout 3 notebooks to be returned must be packed in individual cartons in a secure manner.  Recipients were asked to retain the original packaging and this should be used.  However, if the original packaging is unavailable a sturdy cardboard box as close in size to the original should be used. Unboxed notebooks will incur a packaging fee of $16.50 per unit payable by the school.

Please ensure that:

· all accessories together with the notebook are carefully stored in the carry case;

· suitable packing material (e.g. newspaper, foam, bubble wrap etc.) is used in the box to cushion the unit while being transported (where original packaging is not available); 

· the box is firmly secured with packing tape;

· Schedule 3 (DE&T VIC Notebook Returns) is completed and faxed to the courier and DE&T as detailed on the form. Pick-up should occur within 5 working days of the courier receiving the fax. If not please contact the courier on the number shown on the form, quoting your school number and name.

·  the packaged notebooks are stored in a secure area ready to be labelled at the time of pick-up 

Collection
The notebooks will be labelled and picked up from schools by AirRoad or one of its agents.  Please note that once the school’s representative signs the courier’s consignment notice (please keep a copy of the connote and record of the consignment number eg. AL20025 for future reference if needed) the school is liable for any packaging charges associated with unboxed notebooks.

I would also advise schools to be as efficient as possible with their batching process.  For example, a school should advise AirRoad that a batch of 9 from 12 notebooks is ready to be picked-up if 3 recipients have failed to return their notebooks on time for processing.

Issue new notebook to recipient

Once the current notebook and all relevant items have been given to you for return the replacement IBM ThinkPad R32 or iBook 600 notebook can be given to the recipient.  Please ensure that the correct IBM ThinkPad R32 model (DVD or CD-ROM) goes to the right teacher and allocate the Apple iBooks to the teachers that they have been addressed to.
Recipients of replacement notebooks must accept the terms and conditions of the Notebook Agreement.  This process must be completed by 14 November 2002.  Failure to complete the agreement by the due date will result in the reallocation of the replacement notebook.  It would be appreciated if you would remind recipients to undertake this action immediately they are given their replacement notebook.

Please advise recipient that notebook deductions will commence for all recipients from the pay day of 14 November.

Thank-you for your valued support throughout this process.

Queries
If you have any queries concerning the above, please contact notebook@edumail.vic.gov.au or either of the following:

	Name
	Telephone
	Facsimile
	E-mail

	Tony Potas
	03 9637 3074
	03 9637 2590
	potas.anthony,j@edumail.vic.gov.au.

	Venessa Mujica
	03 9637 3026
	03 9637 2590
	mujica.venessa.j@edumail.vic.gov.au


Notebook Administrator
Information Technology Division

Schedule 1: Checklist of tasks for transition of notebooks

Please find below a list of required activities which will assist in the scheduling of the Replacement Program. This list can be used as a guide in coordinating the change over of notebooks allocated to recipients in Round 3 of the program.  Note – recipients should not receive their replacement notebook until their old notebook is returned and processed.

Prior to testing the operation of the notebook to be returned (as per the online DE&T Notebook Check Lists) please make sure that the battery has been charged and that the unit operates under its own power.

	Transition Process  - Round 3 Notebook Recipients

	Process
	Date
	Tasks
	Responsibility

	Notebook Delivery
	October
	Receive and sign off Goods 
	Office staff

	
	
	Notify School Representative 
	Office Staff

	
	
	Store new notebooks in secure area
	TSI/SNR/Tech

	
	
	Develop schedule for notebook setup
	SNR

	
	
	Notify round 3 recipients
	SNR

	
	
	
	

	Setup New Notebook
	
	Image Notebook (IBM only)
	TSI/SNR/Tech

	
	
	Add network Client
	TSI/SNR/Tech

	
	
	Add school based licensed software
	TSI/SNR/Tech

	
	
	Create new image – (include the above the notebook is needed to do this )
	TSI/SNR/Tech

	
	
	
	

	Detail Old Notebook
	
	Deliver old notebook
	Recipient

	
	
	Complete the Equipment Checklist Rollout 3 Acer and Apple notebooks sent to recipients 2 October and return to SNR.
	Recipient

	
	
	Backup data if needed
	TSI/SNR/Tech

	
	
	Remove all software from the notebook other than OEM if purchased
	TSI/SNR/Tech

	
	
	
	

	Migrate - New Notebook
	
	Restore recipient data
	TSI/SNR/Tech

	
	
	Allocate to recipient
	TSI/SNR/Tech

	
	
	Complete online Acceptance Form Recipients to receive email outlining the process.  Must be completed by 14 November 2002.
	Recipient

	
	
	
	

	Deliver Old Notebook
	
	Complete the online ‘DE&T Notebook Checklists’
	TSI / SNR / Tech

	
	
	Store in secure area
	TSI / SNR / Tech

	
	
	Pack securely for pickup
	TSI / SNR / Tech

	
	
	FAX AirRoad ‘DE&T VIC Notebook Returns’ schedule 3 to 03 9369 8890
	TSI / SNR / Tech

	
	
	FAX ‘DE&T VIC Laptops Returns’ schedule 3 to the Notebook Team on 03 – 9637 2590
	TSI / SNR / Tech

	Note: This process must be completed by Friday 8 November 2002.


Schedule 2

IBM Notebook

School Notebook Representative’s

DEET Image Installation Instructions

Microsoft Windows XP

Revision 2.1 – 19/09/2002

CDROM INSTALLATION

· This installation process will take around 40 minutes to complete.  The notebook should be plugged into AC power for the duration of the install.  Please read all instruction steps BEFORE proceeding. 

· Please note that the notebook comes from IBM with a preinstalled version of Windows XP.  In order for the notebook to operate correctly in a school environment this image must be written over with the DEET install image distributed to your TSI Technician and your school.  The notebook cannot be supported by DEET with the IBM install image.

· Do not attach a network cable until after the installation process.

1. Ensure you have all the contents as listed in the Notebook package.

2. Unwrap the CD-ROM / DVD drive if it is not already in the notebook, and place it in the notebook.  This is achieved by sliding backward the small notch just behind the ultrabay of the notebook.  This will eject the drive notch, pull this gently to ease the drive out of the bay (the drive notch does not detach from the computer, so be careful)

3. Turn on the notebook and quickly hit the “F1” key to enter the IBM BIOS setup utility.

4. Scroll down to “Startup” with the arrow keys and press the “Enter” key to select it.

5. “Boot” should be highlighted, hit the “Enter” key to select it.

6. The boot order will now display.  The boot order of the Notebook should be in this order: +Removable Devices, CD-ROM Drive, +Hard Drive, Intel Boot Agent and Network Boot.

7. You may have to change the order of Boot devices; this is achieved by using the “F6” key to move a device up the list and using the “F5” key to move a device down the list.  Again the boot order should be as per step 6 above.

8. Press the “Esc” key twice to return to the main menu of the BIOS, scroll to “Config” and hit the “Enter” key to select it.

9. Scroll down the list to “Floppy Drives”, hit “Enter” to select “Floppy Drives”.

10. The floppy drives sub menu will now open, hit the “F6” key to change the status to enabled if the setting is currently disabled.

11. Open the CD drive, place the first installation CD into the drive, close CD tray.

12. Press “F10” to save and exit, the notebook will now restart and the software installation will commence.

When prompted press any key to delete all partitions.  When prompted to confirm press any key to continue.  If you want to cancel before deleting all partition remove the CD from the drive and press CTRL-ALT-DEL to restart the computer.

13. Insert the next CD-ROM when prompted to do so, it will take around 25 minutes to copy all four CD’s to the notebook.

14. When the image load is completed you will be returned to a DOS prompt.  Please eject the CD and restart the Notebook by holding down the “Ctrl+Alt+Delete” keys simultaneously.

15. When the notebook restarts it will go straight into setting up Windows XP for use. In Windows XP mini-setup you are asked for the Administrator password.   Just press enter at this prompt.  The setup will not retain what you type in.  By default the passwords for the notebooks are as follows.


R30
blank (there is no password)


R31
‘password’


R32
‘password’
 The notebook will automatically reboot at the end of this mini-setup.
16. Log on as the Administrator and the password listed in step 15.  Go to Control Panel and create a new user account for the User.  Ensure that this account is a “Computer Administrator”.

17. Log out of Windows XP and login using the new User account you just created.

18. Log out again and you will then be at the Welcome Screen.  Press “Ctrl+Alt+Delete” twice and log on using the Administrator Account.

19. Now you have to copy the “DE&T User” profile to the new User.  Right Click on “My Computer” and select “Properties”.  Click on the “Advanced” tab and under “User Profiles” select “Settings”.

20. Highlight “DE&T User” and select “Copy To”.  Open “C:\Documents and Settings” and Highlight the directory for the new User.  Click on “OK” and “OK” again.  Click on “Yes” to continue and start the copy process.

21. The copy process will begin and when complete you will be returned to the “User Profiles” window.

22. Although Norton AntiVirus is already installed it is recommended that it be installed as a managed client.  The shipped install is in unmanaged mode so updates will not happen automatically.

23. The setup of the Notebook is complete.  Restart the notebook and log on using the new User account.  Check to make sure the applications work okay.

To run CASES on the notebook please refer to the “readme.txt” file in C:\Software\Cases.

Should you need to add another user to the notebook please ensure you follow steps 16 to 23.

If for any reason a standard shutdown of the notebook will not work you will need to turn off the notebook by pressing and holding the power button until the screen goes completely blank (around 6 Seconds).

The notebook will Suspend after a period of inactivity.  To resume from Suspend please press the “Fn” button at the lower left of the keyboard.

NETWORK INSTALLATION
· This installation process will take around 30 minutes to complete.  The notebook should be plugged into AC power for the duration of the install.  Please read all instruction steps BEFORE proceeding. 

· Please note that the notebook comes from IBM with a preinstalled version of Windows XP.  In order for the notebook to operate correctly in a school environment this image must be written over with the DEET install image distributed to your TSI Technician and your school.  The notebook cannot be supported by DEET with the IBM install image.

· On each of the four CD’s there is a file in the \IMAGE directory.  This file from each of the CD’s has to be copied into the root of a shared network folder.  The server that these files are copied to must also run TCP/IP.

· With this Network Installation multiple computers can be done simultaneously without the need to change CD’s.

1.
Ensure you have all the contents as listed in the Notebook package.

2.
Unwrap the CD-ROM / DVD if it is not already in the notebook, and place it in the notebook.  This is achieved by sliding backward the small notch just behind the ultrabay of the notebook.  This will eject the drive notch, pull this gently to ease the drive out of the bay (the drive notch does not detach from the computer, so be careful)

3.
Turn on the notebook and quickly hit the “F1” key to enter the IBM BIOS setup utility.

4.
Scroll down to “Startup” with the arrow keys and press the “Enter” key to select it.

5. “Boot” should be highlighted, hit the “Enter” key to select it.

6. The boot order will now display.  The boot order of the Notebook should be in this order: +Removable Devices, CD-ROM Drive, +Hard Drive, Intel Boot Agent and Network Boot.

7. You may have to change the order of Boot devices; this is achieved by using the “F6” key to move a device up the list and using the “F5” key to move a device down the list.  Again the boot order should be as per step 6 above.

8. Press the “Esc” key twice to return to the main menu of the BIOS, scroll to “Config” and hit the “Enter” key to select it.

9. Scroll down the list to “Floppy Drives”, hit “Enter” to select “Floppy Drives”.

10. The floppy drives sub menu will now open, hit the “F6” key to change the status to enabled if the setting is currently disabled

11. Open the CD drive, place the fourth installation CD into the drive, close CD tray.

12. Press “F10” to save and exit, the notebook will now restart

13. On restart the notebook will boot from the CD.  Follow the prompts on the screen to begin the imaging process.  Most of the prompts will automatically continue if left unattended.

14. Once the image load has completed, continue at Step 14 from the CDROM INSTALLATION section.

Schedule 3
DE&T VIC Rollback 3 Notebook Returns

Please fill in all details below and FAX form to AirRoad (Melbourne). This notification fax advises that a batch of notebooks are ready to be picked up. 

Each notebook must be packed into an individual Carton.

Date




___________________________

School Name


___________________________

School Number


___________________________

Contact Name


___________________________

Phone Number


___________________________

Pick up Location

___________________________

Address



___________________________





___________________________




___________________________

Batch Number


_______


Number of Acer notebooks 

Number of Apple notebooks

Boxed Notebooks  _____
 
Unboxed Notebooks  _____  ($16.50 per unit)






(to be paid by the school)

Total Number of Units for return_____
Signature:



___________________________

This fax is to confirm goods are available for AirRoad or their Agents to collect.

All units must be together in the one location ready to be labelled at the time of pick-up.

The driver on arrival will only pickup the maximum number of cartons on this fax request, 

any additional units must be requested by sending a separate fax.

If the pick-up has not been completed within 5 business days please call 03 93695544 quoting your school number and name.

[image: image1.png]AirRoad.




FAX NUMBER 03 93698890
(Please fax a copy to DE&T 03 96372590 at the same time AirRoad is advised)

Schedule 4

Equipment Check-List Rollout 3 
Model 512T Series TravelMate Acer Notebook
Notebook for Teachers and Principals

Please complete your personal and school details below:

Name


___________________________________________

PIN


___________________________________________
Notebook Serial No.
___________________________________________

School No.

___________



School Name

___________________________________________

The following items must be returned as part of the replacement process for Notebooks for Teachers and Principals.

Please place a tick in the box to indicate that you have the items listed and they will be available at the end of the lease period for return. 

Rollout 3
 FORMCHECKBOX 

1 x Acer TravelMate 512T series Notebook

 FORMCHECKBOX 

1 x Battery Pack
 FORMCHECKBOX 

1 x Battery Cover
 FORMCHECKBOX 

1 x AC Adaptor
 FORMCHECKBOX 

1 x Power Cord
 FORMCHECKBOX 

1 x Phone Cord
 FORMCHECKBOX 

1 x  Xircom Network Card
 FORMCHECKBOX 

1 x Carry Case
CD and Disks
 FORMCHECKBOX 

1 x Extensa 512T series Recovery CD

 FORMCHECKBOX 

1 x TravelMate 510 Patch Utility Disk
 FORMCHECKBOX 

2 x  Xircom Installation Disk

Manuals
 FORMCHECKBOX 

1 x Windows 98 Manual (Certificate of Authenticity)
Recipients should note that the boot disk and recovery CD provided to re-image the notebooks should not be returned to the Lessor. The Department will make arrangements for these to be collected and will advise you in due course.

Please indicate if you will not be available at your school in October when replacement will occur.  Please state the reason you will be absent.  e.g. On LWOP, LSL, study leave, work cover etc.

Please indicate reason 
______________________________________________________




______________________________________________________

Signed: ____________________________________ 

Return to:

The School’s Nominated Notebook Representative

Schedule 4

Equipment Check-List Rollout 3
Apple iBook Blueberry notebook
Notebook for Teachers and Principals

Please complete your personal and school details below:

Name


___________________________________________

PIN


___________________________________________
Notebook Serial No.
___________________________________________

School No.

___________



School Name

___________________________________________

The following items must be returned as part of the replacement process for Notebooks for Teachers and Principals.

Please place a tick in the box to indicate that you have the items listed and they will be available at the end of the lease period for return. 

Rollout 3
 FORMCHECKBOX 

1 x Apple iBook Blueberry Notebook

 FORMCHECKBOX 

1 x Battery Pack
 FORMCHECKBOX 

1 x AC Adaptor
 FORMCHECKBOX 

1 x Power Cord
 FORMCHECKBOX 

1 x Phone Cord
 FORMCHECKBOX 

1 x Carry Case and strap
CD and Disks
 FORMCHECKBOX 

1 x Image Recovery CD
 FORMCHECKBOX 

1 x software Install CD
 FORMCHECKBOX 

1 x Movie 2 CD
Manuals
 FORMCHECKBOX 

1 x iBook user’s guide
 FORMCHECKBOX 

1 x iBook Getting Started Guide

Other

 FORMCHECKBOX 

1 x Software Licence Agreement

Recipients should note that the boot disk and recovery CD provided to re-image the notebooks should not be returned to the Lessor. The Department will make arrangements for these to be collected and will advise you in due course.

Please indicate if you will not be available at your school in October when replacement will occur.  Please state the reason you will be absent.  e.g. On LWOP, LSL, study leave, work cover etc.

Please indicate reason 
______________________________________________________




______________________________________________________

Signed: ____________________________________ 

Return to:

The School’s Nominated Notebook Representative






















