Tennessee Department of Education

Office of Federal Programs 

Addenda and Budget Amendments Submission Procedures
Effective January 2007

Addenda
An addendum is necessary to modify a Consolidated Application for NCLB.  Addenda are often submitted to increase or decrease funding, change personnel count, change a program focus, add a program, and correct errors in the application.

LEA

· LEA personnel shall use a hard copy of the most recently approved electronic Consolidated Application and strike through and/or add information in a contrasting color.  The original letter of request from the Director of Schools will accompany each addendum specifying the titles to be changed.  Two copies shall accompany the original documents.
· LEA submits the addendum to the assigned NCLB Field Consultant.

· LEA will only receive an approved electronic Consolidated Application copy. 

Federal Programs

· NCLB Field Consultant will review the addendum and keep one copy.

· NCLB Field Consultant will send the original and one copy of the addendum to the NCLB Regional Coordinator for a second review.

· NCLB Regional Coordinator will send only the original with changes to Administrative Services Assistant, Betty Cochran, in the Nashville office.  
· Associate Executive Director, Debbie Owens, in the Nashville office will obtain the necessary Title Program Directors’ signatures. 
· Associate Executive Director, as designee, will authorize final compliance.  

· Associate Executive Director’s office will create an approved electronic version of the addendum. 
· Associate Executive Director’s office will send electronic copies to the NCLB Regional Coordinator, NCLB Field Consultant, and LEA. 
Note:  Subsequent addenda must be submitted using the most recently approved electronic version. 

Budget Amendments

A budget amendment is necessary to modify an approved budget resulting in a greater than ten percent increase or decrease in a budget category, whether the change is single or cumulative. 

LEA

· LEA Federal Programs Contact shall submit an electronic, original paper copy, and two paper copies of the budget amendment packet to his/her assigned NCLB consultant when an LEA wishes to modify any finally approved budget resulting in a greater than ten percent increase or decrease in a budget category, whether the change is single or cumulative. 
· An original paper version, two paper copies, and an electronic version of the forms (not the cover letter) must be included as part of the budget amendment packet: 
A. a completed NCLB Budget Amendment Form ED-5341 for each affected title,
B. an original cover letter from the Director of Schools, and

C. a revised budget for the affected title(s).
· LEA will receive an approved electronic budget copy. 

Federal Programs
· NCLB Field Consultant will review the budget amendment and will keep one paper copy.
· NCLB Field Consultant will send the original and second copy to the NCLB Regional Coordinator for a second review.  NCLB Regional Coordinator will keep the second copy and send the electronic and the original paper copy to Administrative Services Assistant, Betty Cochran, in the Nashville office. 
· Associate Executive Director, Debbie Owens, in the Nashville office will obtain the necessary Title Program Directors’ signatures. 
· Associate Executive Director, as designee, will authorize final compliance.  

· Grants Manager, Brenda Staggs, will create an approved electronic version of the budget amendment. 
· Associate Executive Director’s office will send electronic copies to the NCLB Regional Coordinator, NCLB Field Consultant, Office of Local Finance, and LEA. 

Note:  Subsequent budget amendments must be submitted using the most recently approved electronic version. 
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