[bookmark: _GoBack]Plan and Budget Revision Request

Due Dates: 	     December 31			March 31			June 30


SCHOOL NAME __________________________	COORDINATOR:______________________

______________________________________________________________________________
When is a plan/budget revision request required?
1. Are you ADDING a new activity to your GEAR UP plan? 
Yes, a Plan and Budget Revision Request is required, EVEN IF the new activity does not require additional funds. This helps us track what you are doing, and helps us monitor your project to ensure compliance.
2. Are you DELETING an activity from your GEAR UP plan?
Yes, a Plan and Budget Revision Request is required, EVEN if the deletion does not have funding. This helps us track what you are doing, and helps us monitor your project to ensure compliance.
3. Did you spend more on a planned activity than you had budgeted? 
No, a Plan and Budget Revision Request is NOT necessarily required. As long as you have the funds to cover the overage (maybe from underspending on another item) AND you will not be deleting an activity to cover the overage, no request is needed. That’s called “managing your overs and unders.”
4. Did you spend less on a planned activity than you had budgeted?
No, a Plan and Budget Revision Request is NOT necessarily required, unless you are going to add a new activity with the extra funds (see item 1 above). 

NOTES:
1. All “To Be Determined” funds must be budgeted no later than December 31. 
2. If you have an urgent revision, you may submit at any time. 
3. You should not spend funds or delete activities without permission. These are contractual obligations, and spending funds that you do not have approval for puts your district at risk of not being reimbursed. 
4. Incomplete forms will be returned. Please carefully following all instructions and fill in all blank cells. 
5. You will receive a response within two weeks. You should not make any official changes until you have received written approval for this revision.
______________________________________________________________________________
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1. 
2. Describe the NEW activity or budget item you are requesting to add to your GEAR UP plan. Include the benchmark this new activity will address. Who will participate in the new activity? Then, complete the table below detailing the costs for this activity.

NOTE: If you are adding more than one new activity, please complete a separate table for each activity.  You may copy and paste the table below if you are requesting additional revisions. 

	Activity Description

	

	Which GEAR UP Benchmark(s) is/are met with this activity?

	


	Who will participate? (Number of students, classes, or groups)

	

	Description of Costs
	Estimated Cost

	
	

	
	

	
	

	
	

	TOTAL ESTIMATED COST OF THIS ACTIVITY
	$



	Activity Description

	

	Which GEAR UP Benchmark(s) is/are met with this activity?

	


	Who will participate? (Number of students, classes, or groups)

	

	Description of Costs
	Estimated Cost

	
	

	
	

	
	

	
	

	TOTAL ESTIMATED COST OF THIS ACTIVITY
	$



(ADD more sections if needed for additional activities.)

3. Explain how you will fund the new activity.  Have you underspent in one or more areas, or are you eliminating one or more activities? Please be specific. 

	Original Activity
	Revised Activity
(or indicate DELETED)
	Original Budget
	Revised Budget

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



4. Attach a revised copy of your detailed budget. If you need a copy of the budget, please email Lori Vani, loriv@wsac.wa.gov.  NOTE: Make all changes in the detailed budget RED so that they are easily identifiable. 

______________________________________________________________________________
This form must be submitted by the principal or other building administrator who is the lead for the GEAR UP program in your school. Please submit by email to: Lori Vani, loriv@wsac.wa.gov.

Submitted by: _______________________________ Date: __________________________
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