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TENNESSEE DEPARTMENT OF EDUCATION

OFFICE OF FEDERAL PROGRAM
Updates/Changes to the Supplemental Educational Services Application

Supplemental Educational Services (SES) providers are encouraged to update their SES applications annually by submitting for approval a Provider’s Request to Update/Change Supplemental Educational Services Application form with pages of the application showing new information highlighted.  

When should requests for changes to the application be submitted?
SES providers may change some of the application information at any time throughout the Provider and some of the information may be changed only with approval from the Department of Education, Office of Federal Programs, during the annual application window.  
What information may be changed throughout the year?
The following information may be changed at anytime without approval by completing and submitting a Provider’s Request to Update/Change Supplemental Educational Services Application form, along with pages that contain changes, highlighted in yellow. *Please note:  Provider contact information should be changed on the date it becomes effective. 
Part I – Basic Program Information:
Item #
1
Program Name – minor modification, e.g. delete or add article such as “The.”  
2 
Federal EIN or Social Security Number
3
*Provider Contact Information (On date effective)
5
SES History (update not required)

7
Number of Students Currently Served by Subject (update not required)

8
Minimum/Maximum Number of Students Able to Serve

10
Geographic Setting

12
Transportation

Liability Insurance Renewal
How are other changes approved?

Other changes, not listed above, will require approval of the Department of Education, Office of Federal Programs, and may be made by completing and submitting, during the annual application window, the Provider’s Request to Update/Change Supplemental Educational Services Application form, along with all application pages that contain changes shown in yellow highlight. 

Note:  Any changes in the application that are not presented in the Provider’s Request to Update/Change Supplemental Educational Services Application form will not be accepted as changed information.  Yellow highlighting of new information will ensure that all wording in the changed information is recognized. 

PROVIDER’S REQUEST TO UPDATE/CHANGE
SUPPLEMENTAL EDUCATIONAL SERVICES APPLICATION
SES Provider: 
Name/Title of Person Making Request: 


____________

______
Title of Person Making Request:  


____________

____________
Address:      







____________


Telephone:      _______________
Email:      

______




Date of Request:      
________________________________________________


	Directions:  

List changes to your approved Supplemental Educational Services application in the table below:

1. Column 1 - Summary of the Change:  Summarize the proposed change(s) to application.

2. Column 2 - Justification:  Provide a reason for the proposed change.

3. Column 3 - List the page numbers where the proposed change(s) are located.

4. Save the form as a Word document.

5. Verify that changes in the application have been highlighted and all pages with changes are listed on the form.

6. Save the revised page(s) as a separate Word document.

7. Forward the completed form and revised pages to a CD, labeled with the Provider’s name, and mail to the address at the bottom of the form.


	Summary of the Change
	Justification
	Application Page Number
	Review Outcome

(Internal Office Use only)

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	

	     
	     
	     
	


Please submit this form and a copy of updated pages with changes highlighted in yellow to:  Rhonda Boyce, Tennessee Department of Education, Andrew Johnson Tower - 5th Floor, 710 James Robertson Parkway, Nashville, TN 37243-0376.
If you have questions, you may contact Jackie.Kinchen at (615) 253-5206 or Jackie.Kinchen@tn.gov
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