Guidelines for Developing Year 3 Action Plans and Budgets
While the five annual budgets you developed for the original grant submission should not be ignored, please remember that those budget allocations can shift due to shifts in priorities that have occurred as you’ve gotten deeper into your work - as long as all budget allocations remain highly aligned with the grant objectives. As you develop your revised Year 3 budgets, please be sure to follow the parameters in the “Budget Parameters” document, which include your school's 3-year budget total, the fixed amounts for coaching, etc. that were determined in the original grant proposal (including the inflation percentages that were agreed to at that time), and the "indirect" amount that was agreed to in Fall 2006.  If you have any question about the amounts in that document please don't hesitate to ask - I would be happy to explain the origin of each number.

Schools may create a Year 3 budget that would result in 3-year totals for specific budget categories that don’t match the originally-approved 3-year totals for those categories (e.g. a school may want to move money from the “Supplies” category to the “Training Stipends” category). Such shifts across budget categories are possible as we enter Year 3 as long as all budget allocations remain highly aligned with the grant objectives, but may require USDOE approval.

The two other documents (also on the website) you will need to create your Year 3 Action Plan and Budget are:

• a "blank" Budget Template in Excel. It is not completely blank – I have pre-loaded it with the numbers mentioned above and the formulas for determining the amount of money you will need for seminar subs and expenses.

• a "blank" Action Plan Template in Word.  It is not completely blank - I have pre-loaded it with some text that I think will be appropriate for most of you and thus will save you a little time, and the Data column includes all the data that is common across the five schools, although each school may need to supplement this column according to its own strategies and action steps. I've also included some language in some of the other boxes. Please make whatever changes to this language that are necessary for your context.

Step-by-Step Suggestions for Developing a Year 3 Action Plan and Budget

Since each school has a Year 2 Action Plan and Budget to work from, I recommend that one person or a very small group of people create the first draft of the Year 3 Action Plans and Budget, and then bring them to other groups for review and revision.
1. Look at your most recent Financial Statement to get a sense of what amounts were actually spent on which items in Year 2 and the amounts that will be carried over from Year 2 into Year 3, which will inform your Year 3 budget.

2. You may need to change the amount you will be paying for subs per day for Year 3 if that is increasing for your school. You will soon have firm numbers for seminar participants in Fall 2008, but you'll need to make an estimate for Spring 2008.

3. It has come to my attention that while it is necessary to separate the amounts you pay people for their "time" into fringe and personnel within the SLC budget, doing so may be creating problems for your central office since individuals have different fringe benefit rates.  For your Year 3 budget you may want to consider telling folks who receive stipends out of personnel that their stipend is, say, $2,400, but that amount includes fringe benefits so they will see about 20% less as take-home, with the exact percentage depending on their individual benefits package.

4. For items for which you have good idea of cost, specifically budget for those items, but only budget the amount of money that you're pretty sure you'll need for those items.  In other words, don't "pad" those items.  Instead, I strongly encourage you to include the following in your Action Plan under Objective 2h:

Action Step Column:  “Teachers will learn and implement curriculum and instructional practices that are rigorous, relevant, equitable, and personalized.”  

Grant Money column:

$x for Travel for Curriculum and Instruction

$x for Supplies for Curriculum and Instruction

$x for Registration fees for Curriculum and Instruction

$x for Subs for Curriculum and Instruction

$x for Training Stipends for Curriculum and Instruction”

This action step and these budget lines can serve as generic funds for expenses that you can't specifically predict at this point.  The action step is general enough that almost any grant-appropriate need that arises will fit under it.  I can’ advise you on exactly how much money you should put in each of these budget lines, and you probably should wait to determine these amounts until near the end of your budget development process. However, PLEASE make sure you specifically budget for the items you CAN predict at this point, and try to avoid putting huge amounts in these “generic” budget lines since every individual request for funds from these lines requires you to write an explanation on the Funds Request form so I can check alignment with grant objectives, and too much money in this line may be problematic for the USDOE.

5. Go quickly through your entire Year 1 Action Plan, making rough notes about possible changes in both action steps and the rough amounts of grant money needed for those action steps.  Make sure that the "Grant Money" column of the Action Plan includes a specific amount for each of the predictable expenses for every item in the "Strategies/Action Steps"  column, despite the fact that some of these amounts will need to be adjusted later.  Remember, in the Action Steps column it's OK to say, "See Objective x" instead of repeating the same action step twice, and it's also OK to say, "No strategies are directly focused on this in 08-09."

6. Make a list of any "new" ideas for action steps (rough descriptions only) and grant money amounts that have been proposed in your school but that were not part of your Year 2 action plan or budget.  Again, include specific amounts as in step 5 above.

7. Plug in the budget amounts into the attached budget forms to get a first look at the Year 3 Budget totals.  Please be sure to put the appropriate Objective number at the end of each budget line item, e.g. “Travel for Curriculum and Instruction (2h)”.

8. Reconsider and adjust the Year 3 action steps and budget amounts in light of your priorities and the totals.

9. Flesh out the details of the Year 3 action plan, and adjust the Year 3 budget accordingly.  

10. Compare your draft 3 year budget total to the actual total amount your school has actually been awarded for the first 3 years of the grant (which is on the attached "parameters" document), and then adjust the Year 3 Action Plan and Budget so they match.

11. Review the draft action plans and budgets with a few additional people at your school, including the principal and the school coach if they weren't involved in creating the drafts, make any necessary revisions, and then send them to me by email for my feedback.  I recommend you let me have a look before you have a large group such as your leadership team review these documents in order to reduce the chances that the leadership team would need to review them multiple times.

As always, please don’t hesitate to contact me if you have any questions.  Thanks!  John Newlin, 831-3259.
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