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[bookmark: _Toc50626985]Forms Used When Preparing a Budget:
[bookmark: _Toc50626986]Form 1 Attestation Form: (PDF) 
[bookmark: _Toc31177732]This is a required document used to attest that:
a. Requested funding for staff pay does not supplant a position that the school is required to have. For example, wages for a paraprofessional or teacher
b. Requested items, like computers, are supplemental, and are not computers that the school should purchase as part of their IT plan
c. Match is not being counted under another grant as match

This form must be signed by the school Superintendent or designee.

[image: ]




[bookmark: _Toc50626987]Form 2 Return on Investment (Excel): 
A required document used to justify the reasonableness of purchases that are needed but not tied into a service. For example, computers used in regular classroom are needed, but not tied to a service. Use this as needed during annual planning and during amendments. Excel Forms have blue cells to complete.
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[bookmark: _Toc50626988]Amendment Request Forms
There are two versions you may use depending on your preference (e.g. Excel or Word).
[bookmark: _Toc50626989]Form 3A Amendment Request (Excel)  
[image: ]
[bookmark: _Toc50626990]Form 3B Amendment Request (Word)
[image: ][image: ]

[bookmark: _Toc50626991]Forms Used When Providing Services to Verify Attendance:
Sign In Sheets offer proof of attendance at services (which verifies reasonableness of expenditures and tracks number of hours per individual). Examples include parents signing in at a dinner shows reasonableness of amount of food purchased, or students signing in each day when they receive tutoring, shows the service is happening. A copy of attendance sign in sheets should be kept in the service documentation folder. You will need one sheet per subject for tutoring.
[bookmark: _Toc50626992]Form 4A Tutoring Sign in Sheet (Word)
[image: ]

[bookmark: _Toc50626993]Form 4B Event Sign In Sheet (Word)
Form 4B is used as a sign in for dinner during parent teacher conferences. It shows the reasonableness of amount of food purchased. Make and use forms like Form 4B for each event, including campus visits.
[image: ]
[bookmark: _Hlk26944598]
[bookmark: _Toc50626994]Form 4C Summer Attendance Record (Word)
Used to record services during the summer months.  Student data from summer months must be entered into GEARS by August 15th. Summer Services must be entered into GEARS by the first Friday in August. 
[image: ]
[bookmark: _Toc50626995]Forms Used for Fiscal Reporting: 
[bookmark: _Toc50626996]Form 5 Time and Effort Certification (Word)
Used by school staff whose salary, or part of it, is written into the local GEAR UP budget, the document certifies that the hours were worked. Liaisons, tutors, and others will need to submit certifications. 
[image: ]



[bookmark: _Toc50626997]Form 6 The Fiscal Report (Excel)
Every school will turn this form in with a Quarterly Report and Final Summer Report. The Federal Accountant provides it at the beginning of a grant period. 
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[bookmark: _Toc50626998]Budget Tracking Sheet (Excel)
Used by the liaison to track expenditures to be charged against the grant. It must be reconciled with the Clerk’s record. Use will identify items that should not be charged against GU because they were not in the GU approved budget. This report is pulled by the Federal Accountant from our GEARS database and is sent to you at the beginning of each grant period. It is suggested you save a copy and add every expenditure you know of into it as the expenditure occurs, then use a second copy during your report that reflects what has cleared the leger during the reporting period.
[image: ]

[bookmark: _Toc50626999]Forms Used for Establishing Match
[bookmark: _Toc50627000]Form 1 Attestation (Word)	
Used when a school wants to document an employee’s time as match this offers attestation that match is not being counted as match for another program and that the services were not required by State or Federal guidelines. This form must be signed by the school Superintendent or designee.
[image: ]







[bookmark: _Toc50627001]Form 7 In-Kind Matching Report (Excel)
Used when a single individual’s time, travel, or physical donation is offered as match. For physical donations a receipt is best to show the evaluation. If no receipt is available, the value must be fair market, as in the example. A photocopy of hotel receipts should be requested.  
[image: ]

[bookmark: _Toc50627002]Form 8 Facility and IT  Maintenance Match (Excel) 
The first tab on this form captures the value of the space, utilities and custodial costs being provided to hold GU activities. For both tabs, the match is the actual costs paid during the reporting period (i.e. monthly or quarterly). Please Note: These forms merely calculate the value; back up documentation must accompany them.
[image: ]
The second tab of the Excel spreadsheet covers the value of the IT resources, as well as the cost of upkeep, and operating costs of the IT department being used for GEAR UP activities.  The number of GU students is the number in your current cohort; staff refers to paid GU staff. See TAM Section 3 for back up documentation.
[image: ]


[bookmark: _Toc50627003]Sign-in Sheets Match 
These forms are good for when you have a group of people who are volunteering to host a GEAR UP event. You can pass this form around and have many people sign it, to record their hours. There are two versions of the volunteer match form.
[bookmark: _Toc50627004]Form 9A Sign In Match Sheet (Word)  
Actual Rate: this form is for when you have staff (the school’s) that are willing to record their actual hourly wage. This form is intended for use during a onetime event.
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[bookmark: _Toc50627005]Form 9B- Sign In Match Form - Volunteer Rate (Word) 
is used when you have parents or professionals from other organizations volunteering and you can’t assign a wage to their effort. You can estimate by using the annual volunteer rate. (The rate changes annually so the current rate may not be reflected in this sample.)
[image: ]6 hours                       





[bookmark: _Toc50627006]Form 10 Time and Effort Match (Excel) 
Most likely used by administrative staff (Superintendent, Clerk, Principal) while they do activities that directly support GU. They can count their time during the contract day. Teachers and counselors who assist on a regular basis with GU activities beyond their contracted day, can use this form, if no hours during the contract day are counted. Note: Choose the Second Tab.
[image: ]

[bookmark: _Toc50627007]Forms Used for Travel
[bookmark: _Toc50627008]Form 11A District Reimbursement form for Travel (Excel)
Will only be used following State-sponsored travel (meaning it is not in the local budget). For example, when you apply to go to a conference, are selected, and then go. Upon your return this form is your request for reimbursement of food (per diem) and ground transportation. You may use your school’s travel reimbursement forms, if they follow the current year’s reimbursement rates for per diem, and mileage reimbursement. (This image may not have the most current rates.) 
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[bookmark: _Toc50627009]Form 11B Student Travel Voucher (Word)
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[bookmark: _Toc50627010]Forms Used for Local Team Meetings
[bookmark: _Toc50627011]Form 12 Local Team Meeting Agenda (Word)
This form is designed to help a local team stay on task, so the Implementation Plan and all associated administrative tasks are fulfilled. 
[image: ]
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£ FORM 4A TUTORING ATTENDANCE RECORD
GEARUP

School Name: Teacher’s Name: Eor the week of

Student Name Grade S Session Length Daily Attendance Check
Level Subject: (X) those days the student attend

ENGLISH/READING

Mon. | Tues. | Wed. | Thurs. | Fri. | Notes
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Name of the Event:

Date:

FORM 48 EVENT SIGN IN SHEET

Parent Name

Student Name,

Did they meet
with teacher?
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8T,
Form 4C Summer Attendance Record
GEAR UP

School Name Teacher’s Name For the week of

A service refers to the activity you are implementing. What is the name of yourservice?

Is this service? D Credit Recovery D Remediation D Academic Enrichment  (check all that apply)

Subject Area Daily Attendance Check

Session

Student Name Grade (if applicable- (X) those days the students attended

Length

i.e. STEM)
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FORM 5 TIME AND EFFORT CERTIFICATION

Employee Name: School/Title:

Federal Program: GEAR UP CFDA: 84.334s
Award Number: P3345170019-19

For Period Ending: ( )9/30 ( )10/31 ( )11/30 ( ) 12/31 ()1/31 ()2/28 ( ) 3/31
() 4730 ()5/31 () 6/30 ()7/31 ()8/31

This s to certify that the following named employee.
Has worked the following percentage of their time

Or the following number of hours per week

In their position as

on the Montana GEAR UP cost objectives as outlined in our most current approved budget and
within the above referenced fiscal reporting period.

Employee Name and Title

Signature: Date:

Supervisor: Date:




image10.png
FORM 6 FISCAL REPORT

ARUP school

GrantYea
For ExpenditurePriod Ending: 4\ 1L a1 10 =

“*This fiscal reportis due 30 days after the expenditure period end date**
“*Funds wil be reimbursed within 30 days of successful fiscal reporting**
Directions: Enter data in blue cells

L Column (a) was populated with your approved budget. Cheok these amounts for acouracy.
2. Column (b): Report actualicash federal GEAR UP expenses thiough the current expenditure period.

3. Columns (o) and (d) will auto-populate.

#. Column (e): Print the Matohing Contribution Report from GEARS and enter the the current category totals.
.

.

Print and obtain signatures.

Email, fax, or mail the following to Kelly Hert, khert@montana. edu, PO Box 203201, Helena, MT 59620-3201, 40t

Signed GEAR UP Fisoal Report
Eupenditure Detail Report from your accounting system to suppor figures in column (6)
Eupenditure Tracking Spreadsheet (provided by Kelly Herl)

GEARS Matching Conribution Report

All associated matoh documentation o support figures in column (¢] in the order they appear on the GEARS Mato}

h

Approved Femaining | Remainin
Eupenditure Items: Budget  YTDTol  Budget |gBudget  YIDMatch
1 |Salsestupends 000 sowior
2 |Houly Wages 000 sowior
3 |Employes Benets 000 _sowior
4__[Towl Personnel Services 000 000 000] sovio] 000
Operating Expenses
5 |ConuaoiedSemives 000 _sowior
6 | Consumable Supplies 000 sowior
7 [SudenTravel 000 sowior
8|Sl Travelrof Devlnservice 000 sowior
3 |Colloge ApploationFees 000 sowior
10| APMDuslCredic 000 sowior
1 [Oher 000 _sowior
12_|Total Operating Expenses. 000 000 0.00] sovio] 000
Total Expenditures 0.00 0.00 0.00 [ #nwvior 0.00
Peroentage of Matoh eamed to date __#DIVI0!
Comments:
Please ndicate the following for the final fiscal ieporting period: | Questions? Contact Kelly Hert, Federal Acc
Total Cash Advanced YTD = Office of Comm. of Higher Education PO Bo
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Montana Year 2 Budget Period: 09/01/2018-6/30/201 0

School:
Phone
‘Approved Budget

[Approved GEAR Remaining [Description/detal ke vendor name and
Gup UP Funds _|Sept |oct [Nov|Dec [lan [reb | ar [npr|May [1une [Totsl Exp _|Budget incividual amounts

Personnel Servicas
Description (Salry, Sipend/Hourly) < Benelts

| services
Al services

Personnel Banefits (socis Securiy, Medicare, Worker's Comp Insurance &
Al services

[Student Travel-College Visits
[Student 113.1 tudent Expectations and Knowledge of Fnanial Ald
[Student T[3.1 Student Expectations and Knowledge of Financial Aid
[Student 113.2 Family Expectations and Knowledge of Financial A
[Student 113.2 Family Expectations and Knowledige of Financial Al
[Student 1

[Stff Travel-Professional Development
125[Staff Trav] 1.3 Professionsl Development

[Other (Specity]
135[Other (5p|1.2 Student Academic Preparation for College
134]0ther (5p{2.1 Graduation Rates of GEAR UP students
1300ther (sp| Al servces
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FORM 7 IN-KIND MATCH REPORT

GEAR UP
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Directions: Please complete blue cells . Guestixsibase contsot Kl Hor e (40814457

INTRIBUTOR'S NAMEITITLE: Sersh Parker

NIZATIONIBUSINESS REPRESENTED: MSUBilings

TIME PERIOD: 0MI2023-1013123

Farusshae persorallorhe onganiesaoBsiness thaespresant have arished - sanies or 3o0cs 0o
v 25 mahing conbucions a5 olows:
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01312023 [Travelbacko ML s
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FORM 8 FACITLITY AND IT MAINTENANCE MATCH

G >
GEAR UI Directions: Fill in cells shaded in blue.
FACILITIES USAGE MATCH CAPTURE
Length (ft)  Width (ft)  Square Footage Justification )
Liaison's office or classroom if used for office 8 Yx 12 Y 9% Liaison's office space always qualifies as match.
Computer lab(s) used for GEAR UP-related acti 20 x 800 Drop in homework lab
Classroom(s) used for GEAR UP-related at x = 0
Other (specify): 20 x 18 = 360 GEAR UP Remediation Academy
Other (specify): x = 0
Total square footage utilized for GEAR UP services: 1256
Total square footage of facilities 10000
Percent square footage utilized for GEAR UP services 0.126
Cost Percent _ Qualifying Match
Actual utilities cost for facilities $20,304.40 x 0126 = § 2,550.23

[Actual custodial cost for facitl

$10,598.00 x 0126 = § 1,331.11

TOTAL FACILITIES USAGE MATCH _ $  3,881.34
m 01/27/2020 \\stella.msu.montana.edu\GearUp\FiscalResources&Forms\01. Commonly Used forms

Technology @ <
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S FORM 8 FACILTIY AND IT MAINTENANCE MATCH

1
Directions: Fill in cells shaded in blue.

GEAR UP
TECHNOLOGY USAGE MATCH CAPTURE
Number of computers accessible to GEAR UP students and staff 123
Total number of computers in school 155
Percent computers utilized by GEAR UP students and staff 0.794

Cost Percent Qualifying Match
Actual salary of IT professional(s) starting Sept 1 $15,000.00 x 0794 = $ 11,903.23
Actual operating costs of IT department starting Sept 1 $12,635.00 x 0794 = $ 10,026.48

TOTAL TECHNOLOGY USAGE MATCH $ 21,929.71

Facities |_Technology ®
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Form 9A- Sign In Sheet Match
Actual hourly rate of pay

School Name:  Lincoln High Date of Event: 9/9/23

Event Duratio

hour 4:30-5:50 Description:  Monthly GU Meeting

By my signature below, 1 certify that | am donating my time to this organization for the number of hours and tasks noted beside.
my name and did not receive compensation for my services. Time furnished moy include time planning, preparing, working
event, and ciean up )

Donor's Signature Task completed Time Hourly | Total

spent | rate Contribution

(rate x time)

Chris Truax, Participated as administrator | 1 4578 | $45.78
superintendent
Jason Jones; Helped plan interventions 1 $25.00 | $25.00
Counselor
[ Brought in math scores and need | 1 $24.00 | $24.00

Math Teacher fortutoring

Rachel Paris Participated as community 1 Volrate | $23.09
Community member | member

Total Match contributions for this event: | $117.87

By my signature below, | acknowledge receipt of the above-mentioned volunteer services/goods. | hereby certify
that the contribution(s) reported above are not from federal sources and will not be used as matching funding for
any other federally funded program

Laison Signature. Erica Bundy Date__5/9/23
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Form 9B - Sign In Sheet Match
Volunteer Rate

school Name: ~ Lincoln High Date of Event: 8/28/2023

Event Duration: School Open House Description:  Open House for all Ir
High and High School Students and their parents; special booths for those entering 7% and 9" grade.
Students get their Planner, hear about the conduct code, one table presents GU activities, one a
CAW and FAFSA Night

By my signature below, | cerify that 1 am donating my time to this organization fo the number of hours and tasks noted beside
my name and did not receive compensation for my services (Time furnished may include time planning, preparing, working
event, and clean up.)

Print Donor's Name | Donor's Signature Task completed ‘Amount of
Time
Patti Smith it Cooking, preparing, serving 8 hours
Patrick Smith Forihirt Cooking, preparing, serving food_| 8 hours
Jason Jones Decorating, setting up the 5
booths, emceeing
Katy Smith Putting together packets running | 6
FAFSA booth
Leslie Jones Cleaning up after event 1
Curtis Cox Cleaning up 2

Total Time x Volunteer Rate* $23.09 = Total of Contributed Value: | $692.70
~Or actual hourly wage if they tel you .

By my signature below, | acknowledge receipt of the above-mentioned volunteer services/goods. | hereby certify
that the contribution(s) reported above are not from federal sources and will not be used as matching funding for
any other federally funded program

Liaison Signature Erica Bndy. Date___8/31/2023
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Form 10 Time and Effort Match Form
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Bie Bny 02/21/2024
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FORM 11 DISTRICT REIMBURSEMENT

FORUSE FOLLOWING STATE-SPONSORED TRAVEL
GEAR UP

[school District's Name: Mountain Top tigh
Address: RR 155 Top of the World, MT 55555

Purpose of Travel: Capacity Building Workshop
Departure from: Top of the World Travellng to: Austin Texas

Traveler's Name (please prie): EF2 BUNGY

—— PP ——
et e ot o ot e xpesc e s g, ok, ond ot it e e,
L ] R I e Lo S B 2
xa i
o
2/19/23| 6] am S 110| 5 2970 $ 5000 (s  47.00 (5 126.70
2/20/23] s - $ 2300 s 23.00
2/21/23] s - $ 2300 s 23.00
2/22/23] 10| pm sC 110§ 2970 $3700|8 4700|3 11370
s - S -
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Form 118 Student Voucher

Purpose of Trip Girle One College visit [orientation
GuardiantParent Full Name. Student's Name Datesof Tavel
(A= Warme and Tosation of College visied

[Reimbursement up to S500 per ip- One voucher per tudent-per year

) FOOD GEAR UP wil eimburse for up fo 2 pacple. How many travelers on this trip? 1 2
i tis p, how many days 5d you buy: Breakfast (75017 Lunch (§850)7 Dinner (8145017
Total mesl eimbursement
[sampie Calcutatons:

[2eapi tmes 1 v anc 1 dier=7.50-+ .50 = 516 2 peop
[p capi tmes 2 breakiaste, 2 hanches an 2 i 57 50+ 8 60+ $14 50= $30.50x 2 days= S61.00x 2 peogle

122

2) MILEAGE reimbursed at 27 per mile
Starting Losation: Destinaton:

s Round Trip:

Total mileage reimbursement
sampte catcutaton:

27 405 mites round trip= 5108 51
REIMBURSEMENT AT ACTUAL COST SECTION Please complets and provids receipts for 3) and 4

) HOTEL NAWE| Hotel Phon Number | Hotel Address Reimbursement up fo $125 pernight incuding faxes and fees
Must include copy of receipt.

Tota Hotel Reimbursement

ot Hotet il only be reimbursec ¢ 1 ight for s over 150 mies one way, snd 8 masimum of 2 nightsfor i over 500 i

4 ORIENTATION REGISTRATION Mt include copy of receip. Total Orientation Fee:
[AToog oot iesge + Forl  ornon e “ToulTri Expense
5) Amount Reimbursed CANNOT exceed 5500 per tip Total Payment amount:
Guardian/Parent SIGNATURE: DATE:

Schoo! District APPROVAL
[APPROVING PARTY'S SIGNATURE: DATE
Gus Payment coding info:

7 rove xperse vouche orm must e FIed vt ki 2 month e Tcaring T rove xpenses, oherwise e
ight o rembursement willbe waived.

Teceat P 754730k
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FORM 12 LOCAL TEAM MEETING AGENDA
fexu

Date:
Plecse sign-in Duration of Meeting:

Lsison

‘Administrator

Counselor

Core Teacher

Parent

Stugent

Other

Fcee e ofer g o evese o s et
Implementation
1. Review progress on the implementation plan. What has been completed last month? What is upcoming?

2. Review progress on the budget expenditures.Is a steady drawdown occurting? Do purchase orders need to be put in?
Is fiscal reporting on track?

Planning

3. What can we be doing t0 better meet GEAR UP objectives (1. academic performance, graduation and college
enroliment, and increasing family expectations/knowledge of post-secondary options)? Are any cultural/community-
based adjustments needed?

4. Wnat input have parents or students offered on the development o, or the implementation, of plans?

Monitoring and Reporting

5. Review GU calendar for upcoming due dates. What e the upcoming administrative requirements? Who will
complete the tasks? (e.£. student surveys, required assessments, isca reporting, student data entry, match collection,
due dates)

. (After parent/student have left meting) Discuss intervention for students who are at isk due o poor grades or high
absences. Wihat interventions can/must take place? Who s responsible?

7. What follow up s needed after this meting? When is our next meeting?

Creste 12.2-19 sased on TaM Scton 1 ages 15-15; Meeting rotes wilbe reviewed during auds
el montana edu\GearUp FcaResoURCESSFOMSOL. Commony Usedforms
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FORM 1 ATTESTATION FORM

1. If you are asking for an added position and have been asked to complete this
form:

1 certfy that the time and effort of the following school district employee(s) wil directly support the
GEAR UP project and GEAR UP students. | further certiy that the named staff member's time
and effortwill not be used to provide services we are required to provide, per State or Federal
guidelines. | certiy that the funding requested will be used to supplement and not supplant
existing efforts at the school,

TR

a. Staff name and title:

b. Staff position

2. If you are asking for purchase of items and can attest that the items will
supplement ongoing efforts:
1 certiy that the funding requested

the school,
i rere

il be used to supplement and not supplant exi

ing efforts at

If applicable, identiy the items requested:

Desebe Toompemg em 2

3. If you are asking to use staff time as match, and have been asked to complete
this form:
I certify that the named staff member's time and effort was notwill not be used 1o provide
services we are required to provide per State or Federal guidelines. None of the time
donated as match has been used as match for any other program.
e

a. Staff name and titi;
b. Staff position

I hereby certify that this information is true and correct.
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Please provide the following nformation in blue shaded cels

Form 2 Return on Investment Form
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