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M E M O R A N D U M 
 
TO: School Principals 
 
FROM: Thomas Ristoff, Director of Security & Safety 
 
DATE: September 2011 
 
SUBJECT:    Walkie Talkie Radio Repair and Purchase  
 
REPAIR: 
Fill out an Equipment Repair Form (See Secretary for blank forms)  1 for EACH item to be repaired.  
Package up and mail to  

Equipment Repair Department / BOVA-Purchasing / Attn: Deanne Dwyer 435-5853 
 
Name and Make including Serial Number: __________________________________________________  
 
Building and Room location: _____________________________________________________________  

[Without Bldg / Location / Contact Name they will not know whom to return to ] 
 
State problem in detail: _________________________________________________________________  
 
Requested by [Administrator’s Signature ] __________________________________________________  
 
Purchase new - Specifications: 
Fill out and submit a new Purchase Requisition Form and send to PURCHASING 
 
United Radio      State Contract #:  PT62491 
5703 Enterprise Parkway    Vender #:  55389 
Syracuse, NY  13057 
(315) 446-7181 
 
Approximate Price per Unit: $219.00 EA – call United Radio for a quote 
 
Description: TK - 3302 Kenwood 4-Watt / 16 Channel Portable Radio 
  Programmed with Syracuse City School District narrow band frequency 
  [  INDICATE YOUR SCHOOL / CONTACT NAME / PHONE NUMBER  ] 



 

THIS IS JUST A SAMPLE FORM 

RADIO TYPE: 
TK-3302 Kenwood 4-Watt  
16 Channel Portable Radio 
Serial #:  00-3k309878 
(SAMPLE INFORMATION) 

Signature here 

Your Name / Building / Phone 

Program with SCSD Narrow Band 
frequency 

Main Office 
Room 100 



 

TK-3302 Kenwood 4-Watt / 16 Channel Portable Radio 
Programmed with SCSD Narrow Band frequency 

THIS IS JUST A SAMPLE FORM 

School Name / Principal Name / 435-0000 


