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E-mail:      
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Mailing Address:      
Telephone (include extension if applicable):         Fax:      
E-mail:      



	School Name:     
Principal Name:      
Mailing Address:      
Telephone (include extension if applicable):         Fax:      
E-mail:      
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Principal Name:      
Mailing Address:      
Telephone (include extension if applicable):        Fax:      
E-mail:      



Assurances:  The local educational agency assures that SIG funds will be administered and implemented in compliance with all applicable statutes, regulations, policies, and program plans under the No Child Left Behind Act of 2001 (NCLB).  Additionally, the local educational agency agrees by signing below to implement program specific assurances located in “Section E. Assurances.” 
Certification:  I hereby certify that, to the best of my knowledge, the information contained in this application is correct.  

Superintendent’s Signature: _______________________________________
Superintendent’s Name:      
Date:      
Section A: Schools to be Served
Note: Descriptions of each of the four intervention models are included in Appendix A of the guidance document. 

1. Tier I and Tier II School Information

Identify each Tier I and/or Tier II school that the school division commits to serve in the chart below. For each school identified, please provide the NCES ID #, the tier identification, and the intervention model the school will implement. 
	School Name
	NCES ID #
	Tier

I
	Tier
II
	Intervention Model(s)



	
	
	
	
	Turnaround
	Restart
	Transformation
	Closure



	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



2.   Tier III School Information
Identify each Tier III school that will be served.  For each school identified, please provide the NCES ID # and the tier identification. If the school will implement an intervention model, please indicate which one the school will implement.  If the school will not implement an intervention model, indicate “other school improvement strategies.”
	School Name
	NCES ID #
	Tier

III
	Intervention Model(s) or Other School Improvement Strategies



	
	
	
	Turnaround
	Restart
	Transformation
	Closure


	Other School Improvement Strategies

	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Section B: Required Elements

Part 1.  Student Achievement and Demographic Data - Applicable to Tier I, II, and III Schools 
The LEA must provide the following information for each of the Tier I, Tier II, and Tier III schools that will be served. 

Note:  An LEA with Tier I schools must serve all of its Tier I schools before serving any eligible Tier III school.
a. Student achievement data for the past two years (2008-2009 and 2009-2010) in reading/language arts and mathematics:

by school for the “all students” category and for each Adequate Yearly Progress (AYP) subgroup; and by grade level in the “all students” category and for each AYP subgroup;

b. Analyzed student achievement data with identified areas that need improvement;

c. Number and percentage of highly qualified teachers and teachers with less than three years experience by grade or subject;

d. Number of years each instructional staff member has been employed at the school;

e. Information about the graduation rate of the school in the aggregate and by AYP subgroup for all secondary schools;

f. Information about the demographics of the student population to include attendance rate, total number of students,  and totals by the following categories:  1) gender; 2) race or ethnicity; 3) disability status; 4) limited English proficient status; 5) migrant status; 6) homeless status; and 7) economically disadvantaged status; 

g. Information about the physical plant of the school facility to include:  1) date built; 2) number of classrooms; 3) description of the library media center; 4) description of cafeteria; and 5) description of areas for physical education and/or recess;
h. Total number of minutes in the school year that all students were required to attend school and any increased learning time (e.g., before- or after-school, Saturday school, summer school);

i. Total number of days teachers worked divided by the maximum number of teacher working days; 

j.  Information about the types of technology that are available to students and instructional staff;

k. Annual goals for student achievement on the state’s assessments in both reading/language arts and mathematics.

	Response:  (Use as much space as needed.)

Note:  Divisions should consider providing this information in chart form and include here. 

     



Part 2.  Design and Implement an Intervention for Each School – Tier I and Tier II schools must implement one of the intervention models. Tier III schools may implement one of the intervention models or other school improvement strategies. 
The LEA will need to have detailed plans in place to demonstrate how the interventions will be designed as well as the plan for implementation.  Listed below are the factors that will be considered to assess an LEA’s commitment to designing interventions consistent with the factors below from the U.S. Department of Education (USED) Final Requirements for School Improvement Grants as amended November 1, 2010.  

For each school listed in Section A that is implementing one of the intervention models, describe the following:
a. The plan to implement the interventions by the beginning of the 2011-2012 school year.

b. The plan to regularly engage the school community, with substantial emphasis on parental engagement, to inform members of progress toward the design and implementation of the interventions and to give them opportunity to provide input.

c. The LEA resources to research and design the selected interventions as intended.

d. The plan to set aside time and resources sufficient to facilitate the design and ongoing implementation of interventions.

e. The SEA sponsored strategic planning session attended or to be attended by the LEA.  

f. The LEA’s capacity to implement the selected intervention models.
	Response:  (Use as much space as needed.)

     



For any Tier III school listed in Section A not implementing one of the intervention models, describe the following:

g. The services the school will receive or the activities the school will implement; and

h. The goals the LEA will establish to hold accountable its Tier III schools that receive school improvement grant funds.   
(See Appendix B of the guidance document for examples of other school improvement strategies.)

	Response:  (Use as much space as needed.)

     



· If the LEA lacks sufficient capacity to serve all of its Tier I schools, provide the following information: 

a. What steps have been taken to secure the support of the local school board for the intervention model selected?

b. What steps have been taken to secure the support of the parents for the intervention model selected?

c. If the LEA does not have sufficient staff to implement the selected intervention model fully and effectively, has the LEA considered use of the SIG funds to hire necessary staff?
d. What steps have been taken to secure assistance from the state or other entity in determining how to ensure sufficient capacity exists to implement the model?
	Response: (Use as much space as needed.)

Note: For divisions with Tier II and Tier III schools, this response is NA.

 FORMCHECKBOX 
  Mark NA, if applicable
     



Part 3.  Recruit, Screen, and Select External Providers, If Applicable

To assist school divisions with recruiting, screening, and selecting external providers, if applicable, the Virginia Department of Education (VDOE) conducted a Request for Proposals for Lead Turnaround Partners (LTPs).   Awarded were four independent contractors:  Cambridge Education; Edison Learning, Inc.; John Hopkins University; and Pearson Education.  School divisions may select an LTP from the competitively awarded contract list or they may choose to initiate their own competitive process.  The benefit of selecting a provider from the VDOE contract list is that the competition has already taken place and a school division will not have to delay the implementation of the work with the LTP by awaiting results from its own competitive process.  Specific information such as contract number and pricing about each awarded contractor is publicly posted on the VDOE Web site.  The link below provides the request for proposal for the selection of the LTPs:

http://www.doe.virginia.gov/support/school_improvement/title1/1003_g/tier_1-2/meeting_apr_2010/rfp_low_achieving_schools.pdf 

Below are the factors that will be considered to assess the LEA’s commitment to recruit, screen, and select external providers, if applicable,  consistent with the USED Final Requirements for School Improvement Grants as amended in November 1, 2010.  Describe the following:
a. Reasonable and timely steps taken to recruit, screen, and select providers to be in place by the beginning of the 2011-2012 school year that may include, but are not limited to:

i. Analyzing the LEA’s operational needs;

ii. Researching and prioritizing the external providers available to serve the school;

iii. Contacting other LEA’s currently or formerly engaged with the external provider regarding their experience;

iv. Engaging parents and community members to assist in the selection process; and

v. Delineating the responsibilities and expectations to be carried out by the external provider as well as those to be carried out by the LEA.
	 FORMCHECKBOX 
  Mark NA here if the LEA selected an LTP from the state’s list.

 FORMCHECKBOX 
  Mark NA here if the selected model does not require an LTP. 

Response:  (Use as much space as needed.)
     


b. Detailed and relevant criteria for selecting external providers that take into account the specific needs of the Tier I and/or Tier II schools to be served by external providers.  These criteria may include, but are not limited to:

i. A proven track record of success in working with a particular population or type of school;
ii. Alignment between external provider services and needs of the LEA;
iii. Capacity to and documented success in improving student achievement; and
iv. Capacity to serve the identified school or schools with the selected intervention model.       

	 FORMCHECKBOX 
  Mark NA here if the LEA selected an LTP from the state’s list.

 FORMCHECKBOX 
  Mark NA here if the selected model does not require an LTP. 

Response: (Use as much space as needed.)

     


Part 4:  Modify Practices and/or Policies, If Necessary, to Enable Implementation of the Intervention Fully and Effectively- Applicable to Tier I, II, and III Schools
The LEA will provide evidence that a review of division and school policies have been completed to ensure alignment with the selected interventions.  Evidence will include copies of division meeting agenda and accompanying notes.  If changes are needed to existing policies and/or procedures, additional documentation will be requested such as revisions to policy manuals, local board of education meeting minutes, and/or other appropriate division communication.  These documents may be scanned and attached as an appendix to this application with an explanation provided below.
	Response:  (Use as much space as needed.)
     


Part 5.  Sustain the Reform Effort After the Funding Period Ends - Applicable to Tier I, II, and III Schools 
The LEA will provide a narrative identifying resources, financial and otherwise, to demonstrate how the reform effort will be sustained after the funding period ends.  The LEA’s ability to sustain the reform effort after the funding period ends will be evaluated by considering descriptions provided for the required components below.
Describe the following:

· Use of the Indistar™ tool by the division and school improvement teams to inform, coach, sustain, track, and report school improvement activities; 
· Implementation of contract with external provider, if applicable; and 

· Division plan and budget for sustaining the reform effort.

	Response:  (Use as much space as needed.)

     



Section C: Pre-implementation Activities

“Pre-implementation” enables an LEA to prepare for full implementation of a school intervention model at the start of the 2011–2012 school year. To help in its preparation, an LEA may use FY 2010 SIG funds in its SIG schools after the LEA has been awarded a SIG grant for those schools based on having a fully approvable application, consistent with the SIG final requirements. As soon as it receives the funds, the LEA may use part of its first-year allocation for SIG-related activities in schools that will be served with FY 2010 SIG funds.
Allowable pre-implementation activities include, but are not limited to, the following.  The LEA may:

a. Hold parent and community meetings to review school performance, discuss the new intervention model to be implemented, and develop school improvement plans in line with the model selected. 

b. Either: 1) select a charter school operator, a charter management organization (CMO), or an educational management organization (EMO) from the state-approved list; or 2) conduct the required review process to select a charter school operator, a CMO, or an EMO and contract with that entity; or properly select any external provider that may be necessary to assist in planning for the implementation of an intervention model.

c. Recruit and hire the incoming principal, leadership team, and/or instructional staff.

d. Provide remediation and enrichment to students in schools that will implement an intervention model, purchase appropriate instructional materials, or compensate staff for instructional planning.  

e. Provide professional development that will enable staff to effectively implement new or revised instructional programs that are aligned with the school’s comprehensive and instructional plan and intervention model. 
f. Develop and pilot a data system for use in schools implementing an intervention model; analyze data; or develop and adopt interim assessments for use in those schools.  
g. Conduct other allowable pre-implementation activities. 
h. Include sufficient funds in the budget to conduct pre-implementation activities fully and effectively in addition to implementing an intervention model for its Tier I, Tier II, as well as to support school improvement activities in its Tier III schools throughout the period of availability of funds.  
If applicable, describe the activities for pre-implementation. 

	Response:  (Use as much space as needed.)

     



Section D: Budget
As stipulated in the final USED SIG guidance, divisions may apply for $50,000 to $2,000,000 per school for each year of the grant. The total budget request may not exceed $2,000,000 per school for each year or $6,000,000 per school over three years.  

Part 1:  Budget Summary (one for the division and one for each school). School Improvement Grant (SIG) funds may be expended on any allowable expense as described in the Guidelines for School Improvement Grant Application document.  School Improvement Grant funds may also be expended for the purchase of educational vendor/company services to support the implementation of the selected intervention model(s).  Appendix A in the guidance document contains additional information on the four intervention models.  The LEA must submit the following:
a. One combined LEA-level budget summary detailing expenditures designed to support implementation of the selected school intervention model(s) in all schools chosen to be served in the LEA (Tier I, Tier II and Tier III schools);

b. For each school served with SIG funds, a budget summary detailing expenditures designed to support implementation of the selected school intervention model(s) or, if applicable, other school improvement strategies.  
c. For each school served with SIG funds, a detailed narrative describing the use of SIG funds and other sources such as Title II, Part A; Title II, Part D; Title III, Part A; Title VI, Part B; state and/or local resources supporting the SIG initiatives.  
A description of expenditure codes can be found at the end of Section D.  

See following pages for budget form(s).

Part 1(a): Combined Division-Level Budget Summary for ALL (Tier I, Tier II, and Tier III) Schools the LEA Commits to Serve
In the chart below, please include a budget summary of expenditures for activities designed to support implementation of the selected school intervention model(s) in the LEA’s Tier I ,Tier II, and Tier III schools.  Please duplicate the chart below and complete a separate budget for each school the LEA commits to serve with SIG funds. 
	
	Year 1:  2011-2012

(includes pre-implementation period)
	Year 2:  2012-2013
	Year 3:  2013-2014
	Total

	Expenditure

Codes
	Pre-implementation

(SIG Funds)
	SIG Funds
	Other Funds
	SIG Funds

	Other Funds
	SIG Funds

	Other Funds
	Sum of SIG Funds for all three years.
Do not include “other funds.”

	1000 - Personnel
	$     
	$     
	$     
	$     
	$     
	$     
	$     
	$     

	2000 -

Employee 

Benefits
	$     
	$     
	$     
	$     
	$     
	$     
	$     
	$     

	3000 -

Purchased 

Services
	$     
	$     
	$     
	$     
	$     
	$     
	$     
	$     

	4000 -

Internal Services
	$     
	$     
	$     
	$     
	$     
	$     
	$     
	$     

	5000 -

Other Charges
	$     
	$     
	$     
	$     
	$     
	$     
	$     
	$     

	6000 -

Materials and Supplies
	$     
	$     
	$     
	$     
	$     
	$     
	$     
	$     

	8000 –

Equipment/
Capital Outlay
	$     
	$     
	$     
	$     
	$     
	$     
	$     
	$     

	Total
	$     
	$     
	$     
	$     
	$     
	$     
	$     
	$     


These expenditure codes are for budgeting and recording expenditures of the educational agency for activities under its control.  Below are definitions of the major expenditure categories.  The descriptions provided are examples only.   For further clarification on the proper expenditures of funds, contact your school division budget or finance office, the grant specialist in the Virginia Department of Education, or refer to the appropriate federal act.
Part 1(b): Budget Summary for Each School the LEA Commits to Serve with SIG Funds

For each school served with SIG funds, please provide a budget detailing expenditures designed to support implementation of the selected school intervention model(s) or, if applicable, other school improvement strategies. Separate division- and school-level expenses for SIG funds.  Division-level expenses are those that occur at the division level to support school improvement activities for the specific school.  School-level expenses are those expenses that are incurred for school improvement activities at the school building. Please duplicate the chart below as needed to complete a separate budget for each school the LEA commits to serve with SIG funds.
	SCHOOL NAME:
	TIER IDENTIFICATION:  TIER I     ____ TIER II   ____ TIER III____

	
	Year 1:  2011-2012

(includes pre-implementation period)
	Year 2:  2012-2013
	Year 3:  2013-2014
	Total

	Expenditure

Codes
	Pre-implementation 

SIG Funds
	SIG Funds
	Other Funds
	SIG Funds

	Other Funds
	SIG Funds

	Other Funds
	Sum of SIG Funds for all three years.
Do not include “other funds.”

	1000 – Personnel 
	Division Expenses
$     

	 Division Expenses 

$     

	Other:

$     
	Division Expenses
$     

	Other:

$     
	Division Expenses
$     

	Other: 

$     

	Division Expenses
$     


	
	School Expenses
$     

	School Expenses 

$     
	
	School Expenses
$     
	
	School Expenses
$     

	
	School  Expenses
$     


	2000 – Personnel 
	Division Expenses
$     

	Division Expenses 

$     

	Other:

$     
	Division Expenses
$     

	Other:

$     
	Division Expenses
$     

	Other: 

$     

	Division Expenses
$     


	
	School Expenses
$     

	School Expenses 

$     
	
	School Expenses
$     
	
	School Expenses
$     

	
	School  Expenses
$     



	3000 -

Purchased 

Services
	Division Expenses
$     

	Division Expenses 

$     

	Other:

$     

	Division Expenses
$     

	Other:

$     

	Division Expenses
$     

	Other: 

$     

	Division Expenses
 $     


	
	School Expenses
$     

	School Expenses 

$     

	
	School Expenses
$     

	
	School Expenses
$     

	
	School  Expenses
$     


	4000 -

Internal Services
	Division Expenses
$     

	Division Expenses 

$     

	Other:

$     

	Division Expenses
$     

	Other:

$     

	Division Expenses
$     

	Other: 

$     

	Division Expenses
 $     


	
	School Expenses
$     

	School Expenses 

$     

	
	School Expenses
$     

	
	School Expenses
$     

	
	School  Expenses
$     


	5000 -

Other Charges
	Division Expenses
$     

	Division Expenses 

$     

	Other:

$     

	Division Expenses
$     

	Other:

$     

	Division Expenses
$     

	Other: 

$     

	Division Expenses
 $     


	
	School Expenses
$     

	School Expenses
$     

	
	School Expenses
$     

	
	School Expenses
$     

	
	School  Expenses
$     


	6000 -

Materials and Supplies
	Division Expenses
$     

	Division Expenses 

$     

	Other:

$     

	Division Expenses
$     

	Other:

$     

	Division Expenses
$     

	Other: 

$     

	Division Expenses
 $     


	
	School Expenses
$     

	School Expenses 

$     

	
	School Expenses
$     

	
	School Expenses
$     

	
	School  Expenses
$     


	8000 –

Equipment/
Capital Outlay
	Division Expenses
$     

	Division Expenses 

$     

	Other:

$     

	Division Expenses
$     

	Other:

$     

	Division Expenses
$     

	Other: 

$     

	Division Expenses
 $     


	
	School Expenses
$     

	School Expenses 

$     

	
	School Expenses
$     

	
	School Expenses
$     

	
	School  Expenses
$     


	Total
	Division Expense

$     

	Division Expense 

$     

	Other:

$     

	Division Expenses
$     

	Other:

$     

	Division Expenses
$     

	Other: 

$     

	Division Expenses
 $     


	
	School Expenses
$     

	School Expenses 

$     

	
	School Expenses
$     

	
	School Expenses
$     

	
	School  Expenses
$     


	Sum of SIG Funds for all three years for this school
Do not include “other funds.”
	$     


Part 1(c):  Budget Narrative for Each School the LEA Commits to Serve with SIG Funds

In the chart below, for each school served with SIG funds, please provide a budget narrative of expenditures for activities designed to support implementation of the selected school intervention model(s) or, if applicable, other school improvement strategies. Include the use of SIG funds and other sources such as Title II, Part A; Title II, Part D; Title III, Part A; Title VI, Part B; state and/or local resources supporting the SIG initiatives.  Use as much space as needed for each Expenditure Code.  Please duplicate the chart below as needed to complete a separate budget for each school the LEA commits to serve with SIG funds.
	SCHOOL NAME:      
	TIER IDENTIFICATION:  FORMCHECKBOX 
 TIER I     FORMCHECKBOX 
TIER II    FORMCHECKBOX 
 TIER III

	1000 – Personnel  (Use as much space as necessary.)
     

	2000 -Employee Benefits (Use as much space as necessary.)
     

	3000 - Purchased Services (Use as much space as necessary.)
     

	4000 - Internal Services (Use as much space as necessary.)
     

	5000 - Other Charges (Use as much space as necessary.)
     

	6000 - Materials and Supplies (Use as much space as necessary.)
     

	8000 – Equipment/Capital Outlay (Use as much space as necessary.)
     


	


Expenditure Code Definitions

1000  Personal Services - All compensation for the direct labor of persons in the employment of the local government.  Salaries and wages 
paid to employees for full- and part-time work, including overtime, shift differential, and similar compensation.  Also includes payments for 
time not worked, including sick leave, vacation, holidays, and other paid absences (jury duty, military pay, etc.), which are earned during the 
reporting period.

2000  Employee Benefits - Job related benefits provided employees are part of their total compensation.  Fringe benefits include the employer's portion of FICA, pensions, insurance (life, health, disability income, etc.), and employee allowances.

 3000  Purchased Services - Services acquired from outside sources (i.e., private vendors, other governmental entities).  Purchase of the service is on a fee basis or fixed time contract basis.  Payments for rentals and utilities are not included in this account description.

 4000  Internal Services - Charges from an Internal Service Fund to other functions/activities/elements of the local government for the use of intragovernmental services, such as data processing, automotive/motor pool, central purchasing/central stores, print shop, and risk management.

5000  Other Charges - Includes expenditures that support the program, including utilities (maintenance and operation of plant), staff/administrative/consultant travel, travel (staff/administration), office phone charges, training, leases/rental, Indirect Cost, and other.

6000  Materials and Supplies - Includes articles and commodities that are consumed or materially altered when used and minor equipment that is not capitalized. This includes any equipment purchased under $5,000, unless the LEA has set a lower capitalization threshold.   Therefore, computer equipment under $5,000 would be reported in “materials and supplies.”

8000  Equipment/Capital Outlay - Outlays that result in the acquisition of or additions to capitalized assets.  Capital Outlay does not include the purchase of equipment costing less than $5,000 unless the LEA has set a lower capitalization threshold.  
Section E: Assurances 
	The LEA must assure that it will—

1. Use its SIG funds to implement fully and effectively an intervention in each Tier I and Tier II school that the LEA commits to serve consistent with the final requirements;

2. Via the Indistar™ online school improvement tool, establish annual goals for student achievement on the State’s assessments in both reading/language arts and mathematics and, on a quarterly basis, measure progress on the leading indicators in Section B of this application to monitor each Tier I and Tier II school that it serves with school improvement funds, and establish goals (approved and monitored by the SEA) to hold accountable its Tier III schools that receive school improvement funds;

3. If it implements a restart model in a Tier I or Tier II school, include in its contract or agreement terms and provisions to hold the charter operator, charter management organization, or education management organization accountable for complying with the final requirements; and
4. Report to the SEA the school-level data required under the final requirements of this SIG grant.


Section F: Waivers  
The LEA identifies the waiver that it will implement for each school.  Not all waivers are applicable for each school. If the waiver is applicable, please identify the school that will implement the waiver.
 FORMCHECKBOX 
 A waiver from Section 1116(b)(12) of the Elementary and Secondary Act of 1965 (ESEA) to permit local educational agencies to allow their Tier I, and Tier II,  Tier III, Title I participating schools implementing a turnaround or restart model to “start over” in the school improvement timeline.

1. (School Name)     
2.   (School Name)     
3. (School Name)     
4. (School Name)     
 FORMCHECKBOX 
 A waiver from the 40 percent poverty threshold in Section 1114(a)(1) of the ESEA to permit local educational agencies to implement a schoolwide program in a Tier I,  Tier II, or Tier III school that does not meet the poverty threshold.

1. (School Name)     
2. (School Name)     
3. (School Name)     
4. (School Name)     
Application Submission

· Applications are due on Friday, June 17, 2011.  The application must be submitted to the Department via the Virginia Department of Education’s Single Sign-On for Web Systems (SSWS) DropBox no later than midnight on Friday, June 17, 2011.  

· Applications should be sent to the attention of Marcia Birdsong.

· In the subject line, indicate the division name and application type (e.g., Portsmouth SIG Application).

· In the file name, include the division name, application type, and initial year of implementation 
(e.g., PortsmouthSIGApplication11-12).

(If there is a need for a dropbox user name and password, please contact your SSWS division administrator.)






17

