
[image: image1.png]




2011-2012 GEAR UP Mississippi Activity Form

District: ________________________School:______________
 Date: ___________________________
Name of person requesting the activity: ______________________ Email Address: _________________    

Contact number: 



 Fax number: 







Date of Event: 




 Location of Event:





Description of requested event:____________________________________________________________
Activity expense  (Please attach detailed expense report.):____________________________________________
How will this activity meet GEAR UP MS goal of preparing the entire 10th grade class for college: 

· The Site Coordinator is responsible for originating and forwarding ALL requests for GEAR UP Mississippi sponsored activities to the GEAR UP Mississippi College Coach.
·  The GEAR UP Mississippi Activity Request Form must be completed, signed, and forwarded to the GEAR UP Mississippi State office on or before the first Friday of each calendar month.  These dates include Jul. 22, Aug. 5, Sept. 2, Oct. 7, Nov. 4, Dec. 2, Jan 13, Feb 3, Mar. 2, and Apr. 6.

· The Detailed Expense Report Form should be attached to this Activity Request Form in order for your activity to be processed (page 2) 

· Once your request has been processed, the School’s Site Coordinator, College Coach, Business Manager  

and GEAR UP MS Special Project Director will receive an email indicating that your activity request has been approved or denied. 

· If your request is denied, you can resubmit with the necessary changes for the following month. 
·  Note: GEAR UP Mississippi will only reimburse for activities that have been entered into the GEAR UP Mississippi Data System.

· Note: GEAR UP Mississippi will not approve activity requests after October 7, 2011 for any school that has failed to submit the required completed parent (50%) and student (80%) surveys. 
·  If you realize that your approved activity will exceed the approved amount, you must submit an amended activity request (with the reimbursement approval code), requesting the additional amount.  

College Coach





Principal

Central Office/District Contact




GEAR UP Mississippi Special Project Director
​​​​​​​​

This form must be faxed to the GEAR UP Mississippi office (601-432-7808) by the deadlines designated above. 

· The last day to submit any GEAR UP Mississippi activity forms for approval is April 6, 2012.
· The last day to take a college tour April 30, 2012.

· The last day to conduct any GEAR UP sponsored activities is May 18, 2012.

· The last day to request reimbursements for any activities is June 29, 2012.

Detailed Expense Report

Please attach to your activity request form.

The following form will assist you in completing your Activity request for tutoring, purchasing of materials and supplies, bus drivers, substitute teachers, and college tours: 
Tutorial Request
Number of tutoring hours__________________   Time of tutorial__________________

Please check the day(s) in which tutorial will be administrated:
Monday_____     Tuesday_____     Wednesday_____ Thursday_____     Friday_____

Number of Students to be tutored _____ and provide a list of students and academic area in which the student will receive tutoring (attach a list): 

Check the subject(s) of this request: __________Math     __________Language Arts     __________Other (please identify)

Request to purchase materials, supplies, incentives, and/or resources for GEAR UP MS Activities
Identify item: ____________________________________________________________
Number requested:__________________________________________________________

Cost per item:____________________________ Total cost:_______________________

Request to pay for the following services: bus drivers, substitute teachers, etc.

Hourly rate:___________ Number of hours:___________ Total Amount:___________

College Tour Request

Number of buses:_______      Mileage for trip:________     Total cost of trip:________

You will also need to attach the completed College Tour Reservation form.

Check Line Item for Activity -Refer to Action Plan


⁮Student Activity     ⁮Tutoring     ⁮Professional Development     ⁮YAC     ⁮CGS     ⁮Stipends








