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Annual School Reconfiguration Changes Process

Annual School Reconfiguration Changes are processed using the Future Ready Comprehensive Planning
Portal (FRCPP) through the MyPDESuite. Users must first log in via the MyPDESuite portal and then
select the FRCPP application. If not done already, users must register for a Keystone Login Account.
Registration for Keystone Login can be found at https://keystonelogin.pa.gov/Account/Register.

MyPDESuite

The MyPDESuite Log In Process Has Changed

— CWOPA - Commonwealth of PA Employees

Commonwealth of PA (CWOPA) Employees have already been migrated to Keystone Login. You may continue to login with
your existing CWOPA credentials. Note: You no longer need to preface your username with "cwopa\".

— Educational Institution Users

Effective December 19, 2019 - a Keystone Login account is required to access MyPDESuite. Please use the links below to
create a Keystone Login account and migrate your existing application roles, if applicable.

Keystone Login Registration Steps:
1. CREATE KEYSTONE LOGIN ACCOUNT

2. MIGRATE EXISTING APPLICATION ROLES (Optional)

If you have existing MyPDESuite application roles, you can migrate them to Keystone Login. If you do not migrate, you will
not see your application(s) when you log in to MyPDESuite.
3. Log in to MyPDESuite - Enter your Keystone username and password below to log in to MyPDESuite.

MyPDESuite Login Keystone Login Support
User Name: @ How To Guide: Create Keystone Account / Migrate Roles

Email Already In Use (Keystone Registration Message)
Password: @

Forgot Usermname

Forgot Password

Keystone Login

Help

Figure 1 MyPDESuite Login

After logging into FRCPP, select Reports from the ribbon on the top of the screen.

»”S Pennsylvania Department of Education
‘ Future Ready Comprehensive Planning Home Resources Plan Reports and Print

PDE-School Service Office

Figure 2 Ribbon
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Once selected, a listing of State Required Reports is available for completion. The School
Reconfigurations report resides in the School Services page. Click on the hyperlink to be redirected to the

School Services page.
State Required Reports @

Charter School Annual Report

Educator Effectiveness Annual Report
Graduation Report (Act 158) and Civic Knowledge Survey (Act
35)

Reopening Instructional Plans

Special Education Plan

Figure 3 State Required Reports

Curriculum, Assessment, and Instruction Reports

Flexible Instructional Days

Professional Development Plans

School Services

The available School Services reports will be displayed on the page. Each report listed contains a
hyperlink to the screens where the updated data must be entered and saved. The reports in the FRCPP are
replacing the past practice of emailing the required documents to the Department of Education except for
changing the name of the Superintendent/Chief Administrator Officer/Director. The process of changing
the name of the Superintendent/Chief Administrator Officer/Director will remain the same. In the FRCPP
reports, upload and save the documentation required to make all other changes in EANA. Click on School

Reconfigurations to access the report.

In the Plan Type dropdown field, select School Reconfigurations-School Services. You may also want to
select the school year you would like to access by selecting it from the Year dropdown field.

School Services

Plan Type LEA Name

School Reconfigurations - School Services Enter LEA name

Year Phase

Select one v Select One

Select One

Status

School Reconfigurations

Last Accessed 4/21/2022 8:15:52 AM
© owner Status In Progress

Due Date —/-/—

Submitted —/-/-——

Figure 4 School Services Reports

School Reconfigurations

Last Accessed 3/9/2022 3:30:20 PM Due Date ~—/-/—
© owner Status In Progress

Submitted —/-/-—
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Each section of the School Reconfiguration Profile report will contain information and instructions on
completing the displayed section.
School Reconfiguration Profile @

° Special Education

When an LEA determines that it needs to reconfigure a school or schools, the LEA must submit the reconfiguration request by July 31st for the

reconfiguration to be in effect the coming school year

If the LEA closes a school, the LEA is required to notify PDE regarding which school building(s) within the district the students from the closed school will

be assigned to once the school is closed.

Districts closing the actual school building for K-12 student enrollment purposes must include in their school reconfiguration request the reason(s) for why

the building is being closed.
The Superintendent or Chief Executive Officer will submit all necessary reconfiguration information and other required documentation

« School Board minutes (clearly supporting the decision) approving the rec oran statement signed by the School Board

President;
 Superintendent/Chief Executive Officer's School Reconfiguration letter;

« Executed Charter (for Charter schools only).

Although there is no specific form letter for the Superintendent/Chief Executive Officer to use, the letter must be submitted on district letterhead and

contain the proposed change(s) information.

Once the School Reconfiguration Plan is PDE approved, the effective date is July st of the identified school year.

Figure 5 Reconfiguration Profile Information
The LEA Name, AUN, and Address are pulled from EdNA.

The Single Point of Contact Name information must be completed by the person completing the form for
future contact. If the Superintendent/Chief Executive Officer/Director is newly hired, please click the
checkbox on this page to indicate this person is new to the LEA. This information will also need to be
entered into EANAV2 by the EANA Updater for the LEA.

. N for Eama
Guice B3 upcates

Figure 6 LEA Information

After entering the information on this page, click Save or Continue to secure the entries. Clicking on
Continue will also advance to the next section.

Updated 1/11/2022
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If the Newly Hired checkbox is clicked, a pop-up message below is displayed reminding users to have
EdNA updated with the new information.

Please make sure Educational Names and Addresses (EdNA) is updated with the new Superintendent/Chief Executive Officer information.

Figure 7 EANA Reminder

Entering Reconfiguration Information

On the Reconfiguration Detail page, please select the school from the School Name drop-down box.
Schools found in this field are pulled from EdNA and are based on active and open schools. Once a

school from the list is selected, click on +Create School Reconfiguration to access the updatable
configuration screens.

Reconfiguration Detail @

° Special Education

Steps to Complete this Section:
1. Enter the requested information into the space provided. Make sure to check the box if that information will be changing.
2. Enter the requested Proposed Configuration information into the space provided.

3. Ensure that the information entered in the space provided is accurate.
4.1 a school building is closing, check the appropriate box and provide the additional details.

PDE Approved School Reconfiguration changes will be updated in the Educational Names and Addresses (EGNA) database and become effective July 1 of
the identified school year

Fields with asterisks (*) are required.

School Name

% Select One

B Export to Excel B Save

Figure 8 School Selection Drop-down
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Student Enroliment

Original Stasset Enliment -

[ |
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Figure 9 School Demographic Information
School Telephone Number
R
| |
I ——
| [ o]

School Mailing Address

Original Maing Address Fropozca Mating Aazem:

School Mailing Agdress Change

Address Lina 1+

‘Address Lino 2

city stata + Zip Coda +

| |

Prysical Location i the same as maifing address

Intermodiate Urit 1U) Caunty

Figure 10 School Mailing Address

Schaol Physical Address

Origint Physical Adaress Proposod Prysca Addrez

£ School Physical Address Chango

Address Lina 1+
‘Address Lino 2
city+ stata Zip Codo *

Intsrmodiate Unit (L) County

I | |

Figure 11 School Physical Address
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Please use the information in EANA to complete the required information in the following screens. It is
vital the information entered is correct to avoid delays in processing.

Once the updates to this screen have been completed, please click Save or Continue to secure the data
entered.

Student Enrollment Changes

Student enrollment must be entered for the upcoming school year if changes are being made to the
building. Please enter the current student enrollment in the Original Student Enroliment field and in the
Proposed Student Enrollment field, enter the new enrollment and the effective date for the change in the
Effective School Year field. Annual enrollment changes are effective 07/01/XXXX. Replace the XXXX
with the current year. After entering the information on this page, click Save or Continue to secure the
entries. Clicking Continue will advance the page.

Student Enrollment

Original Stadant Ensoliment »

| |

Proposed Stadent Ensoliment + Effoctive School Yoar *
’ . mmJ oAl yyyy @ ‘
Current count of in- Curront count of Proposed countotin  Proposed count of
Grade (one per En) * perscn studont virtual onty student parson studem virtual only student
onrolimonts * cnroiments « v .
e 1
" PreX Hall vl ] ‘ ‘ ’ ‘ l
Grade (one Curront count of in-person Carront count of virtual only Proposed count of in person Proposed count of virtual only
per na) student enroimants student enroliments studont anroliments student encolments

Figure 122 Student Enrollment

School Name Changes

If the school’s name needs to be changed, click the School Name Change checkbox. The current school’s
name will automatically be retrieved from EANA and used to populate the School Name field in the
header information of this screen. In the Proposed School Name field, enter the new name information.
School Name changes are effective 07/01/XXXX. Replace the XXXX with the current year. After
entering the information on this page, click Save or Continue to secure the entries. Clicking Continue will
advance the page.

Updated 1/11/2022
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School Name

& school Name Change

Proposed School Name + Effoctive School Yoar *

T
| A8C Charter Schoal ‘ ‘ /ol yyyy ® |

4-digit School/Branch Code

Original 4 Digit SchooWBranch Code

,
B |

Proposed School'Branch Code Etfoctive School Year

| ‘ ‘ men o yyyy ® ‘

PDE Use Only

Figure 13 School Name Change

School Grade Configuration

If the school grade configuration is incorrect, please click the checkbox for School Grade Configuration
Change, and then enter the current grade configuration from EdNA. In the Proposed School Grade
Configuration box, enter the new information and enter the effective date for the change in the Effective
School Year field. Annual grade configuration changes are effective 07/01/XXXX. Replace the XXXX
with the current year. Charter Schools may also check a multiyear grade configuration box and upload the
multiyear grade configuration change document. After entering the information on this page, click Save
or Continue to secure the entries. Clicking Continue will advance the page.

School Grade Configuration

Original School Grade Configuration

Ed school Grade Configuration Change

Proposed School Grade Configuration Eftective Year

‘ l mm/dd/yyyy )

Multiyear Grade Configuration Change (Charter Schools Only)

B Downioad Multiyear Grade Conflguration Change Document (word)

Upload Muitiyear Grade Configuration Change
[ Choose File | No flle chosen

Figure 14 Grade Configurations

Principal Information Changes

If a new principal is hired, click the Hiring a New Principal checkbox, and enter the current principal
information in the Current Documented Principal field. In the fields provided, enter the information for
the new principal. Please complete the information as thoroughly as possible. Annual principal changes
are effective 07/01/XXXX. Replace the XXXX with the current year.
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If the principal position is currently vacant, enter the word Vacant in the Current Documented Principal
field. After entering the information on this page, click Save or Continue to secure the entries. Clicking
Continue will advance the page.

Principal
Bl Hiring 3 Now Principal?
Curront Documentod Principal +

Nowty Hired Principal *

Email + Effactive School Yoar *

’ ‘ 1 mem/ odl yyyy ®
Charter School

Upload Principal Documantation

No filo chosen

Figure 13 Principal Information

School Telephone Number Changes

If the telephone number is incorrect, please check the School Telephone Number Change checkbox, and,
enter the current school phone number in the Original School Telephone Number field. In the Proposed
School Telephone Number field, please enter the correct phone number and include the extension. The
format should be input as (XXX)XXX-XXXX extn. XXXX. Annual telephone number changes are
effective 07/01/XXXX. Replace the XXXX with the current year. After entering the information on this
page, click on Save or Continue to secure the entries. Clicking Continue will advance the page.

School Telephone Number

Original School Telephone Number

School Telephone Number Change

Proposed School Telephone Number Effective School Year

( \ ’ mm/dd/yyyy

|

Figure 14 School Telephone Number
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School Mailing Address Changes

If the school’s mailing address is incorrect, click the School Mailing Address Change checkbox to open a
second tab which will allow users to enter the updated address information. Begin by entering the current
mailing address in the respective fields using the address information found in EANA. Users may also
click the Physical Location is the same as mailing address checkbox to automatically populate the mailing
address information with the same address information as the physical address. After entering the
information on this page, click Save or Continue to secure the entries. Clicking Continue will advance the

page.

School Telephone Number
& School Telophons Numbor Change

Original School Tolophona Numer »

Proposed School Tolophone Numder + Effoctive School Yoar

‘ ‘-m—,'w’my @ ‘

School Mailing Address
Original Mading Addross Propasod Maling Addross.

T School Maiing Address Change

Address Lina 1+

[ |

Address Line 2

Gty Stata + Zip Coda

L | | | | |

Physical Location is the 5ame as mailing address

Intermodiate Unit (1U) + County +

1 |

Figure 15 Original School Mailing Address

School Mailing Address

Original Mailing Addross Proposed Mailing Address

Address Line 1+

Address Line 2

| |
O N N |

Effective School Yoar +

[

Intermediate Uit (U} County

[ | |

Figure 16 Proposed School Mailing Address
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School Physical Address Change

If the school’s physical address information is incorrect, click the School Physical Address Change
checkbox to open a second tab which will allow users to enter the updated address information. Begin by
entering the current physical address in the respective fields using the address information found in
EdNA. After entering the information on this page, click Save or Continue to secure the entries. Clicking
Continue will advance the page.

School Physical Address

Originad Physical Address Proposod Phvysical Address

& School Physical Address Change
Address Line 1+
[ |
Address Line 2

Gty + Stata « Zip Codo *

l | [ | | !

Intermediate Uit (1U) County

Figure 17 Original School Physical Address

School Physical Address

Originat Physical Addrass. Froposed Physical Address
Address Line 1+
Address Line 2
Gty » Stato + Zip Code *
Effoctive School Yoar +
Intermediate Unit U} + County *

| | |

Figure 18 Proposed School Physical Address
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School Closure Configurations

Choose from the drop-down menu if the reconfiguration includes a school closure.

The LEA's school reconfiguration request: *

3 Select One

Select One
Involves closing the actual school building for K-12 student enrollment purposes.
DOES NOT involve closing the actual school building for K-12 student enroliment purposes.

Figure 21 School Closure Reconfiguration
If there isn’t a school closure, click save at the bottom of the page, and the page is complete.

If a school in the LEA has closed, choose the school from the Name of School dropdown list, and click
the +Create Building Closure button. This will create a new section to enter the school information and
upload the required documents into the system for review.

Once the closure screen is initiated, the 4-digit school/branch code and the reason(s) for closing the
school for K-12 student enrollment are required. Please indicate if PDE’s School Facilities Office was
notified of the closure by clicking the radio button next to Yes or No. After entering the information on
this page, click Save or Continue to secure the entries. Clicking Continue will advance the page.
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School Reconfiguration School Closure @
° Scmacl Reconfigurations

Staps to Complate this Section:

1. Scied B appropnale datement about cosng Te actual school buding.
2. 1t 3 school busiding 15 dozng, seled the appropnale school and Croate the Butding Closwre dotals sockon. Enter the requested informabion nto B

space prowdod.
3. The LEA must al=o notity PDE'S School Faciiies Office direclly thal $ho bukding is cozing for studont anroliment purposos.
4. Enmuxre thal the informabion enterad in the space provided = acosrata.

Fiolds with astorisks (%) are roquired.

The LEA's school reconfiguration request: +

lmm =z

Name of School

| .

4.cigit school/ranch code +

I |

Cloarly explain the reason(s) for closing the school for K-12 student enroliment. »

Wo notified PDE's School Facilties Otfice that the building is closing. + Yos No

Upload of Additional School Closing Documentation

No file chosen

© Devto this Schoadl Closmso

-Mbm 8 swve

Figure 22 School Closure
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Deletions

16 |Page

If you accidentally enter a School Reconfiguration Change or a Building Closure, you may delete the
respective entry by clicking the delete bubble located at the end of each entry section.

Figure 193 Delete School Reconfiguration

Figure 204 Delete School Closure

Updated 1/11/2022
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Opening a New School Building

Choose from the drop-down menu if the reconfiguration includes a school opening.

Fields with asterisks (*) are required.

The LEA's school reconfiguration request:

i Select One

Select One
Involves apening a new school building for K-12 student enrollment purposes.
DOES NOT involve opening a new scheol building for K-12 student enrcliment purposes.

Figure 25 School Opening Reconfiguration
If there isn’t a school opening, click Save at the bottom of the page, and the page is complete.

If your LEA is proposing a new school, click the dropdown under “The LEA’s school reconfiguration
request” on the Opening New School Building page and choose “Involves opening a new school building
for K-12 student enrollment purposes.” Enter the proposed school name in the “Name of School” field
and click the “+Create Building Opening” radio button to initiate the addition. This will create a new
section to enter the school information and upload the required documents into the system for review.

Please indicate if PDE’s School Facilities Office was notified of the closure by clicking the radio button

next to Yes or No. After entering the information on this page, click Save or Continue to secure the
entries. Clicking Continue will advance the page.
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Opening New School Building @

€ scnool Reconngurations

Steps to Complete this Section:

1. Select the appropriate statement about opening a new school building for K-12 student enrollment purposes.

2. if a new school building is opening, enter the requested information into the space provided and select the Create Building Opening button.
3. The LEA must also notify PDE's School Facilities Office directly that a new school building for K-12 student enroliment purposes is opening.
4. Ensure that the information entered in the space provided is accurate.

Fields with asterisks (*) are required.

The LEA's school reconfiguration request: «

Involves opening a new school building for K-12 student enrollment purposes.

Name of School

’ TestHS ‘ © create Building Opening

Clearly explain the reason(s) for opening the school for K-12 student enroliment. «

We notified PDE's School Facilities Office that the building is opening. * J Yes J No

Upload of Additional School Opening Documentation «

Choose File | No flle chosen

B save

Figure 216 Opening a New School

Signature and Assurance Page

Once all reconfiguration changes have been entered, complete the Signature and Assurance page to affirm
the contents of the changes and submitted documentation. Begin by downloading the Affirmation
Statement Microsoft Word document. This form must be updated with the LEA information and logo.
Once completed print the document and collect the required signature.

The completed document must be uploaded to the Signature and Assurance page in the Upload of School
Board Statement, Executed Charter, or Affirmation Statement section. Also, the reconfiguration letter
from the Chief Administrator must be scanned and uploaded to the ‘Upload of LEA Reconfiguration
Letter” section.
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LEA Name
SCHOOL LOGONCON
Address 123 Street, City Town, PA 12345
Board Affirmation Statement
As required by the Pennsylvania Department of Education, the Board of Education for the (Name of LEA Entity)
reviewed and approved the Reconfiguration Plan at the following Board Meeting, held on (date) . The application was approved by
a vote of (yes) and (no).
Affirmed on this day of ,20
By: (Signature of Board President)

(Print Name of Board President)

Board of Education

Note: Blanks for Name of LEA Entity, date, yes and no should be completed either digitally or handwritten. Signature, Print Name and Board of

Replace the following text in header: LEA Name, Address, School Logo/Icon placeholder image.
Delete this notes section (red text) before printing and uploading.

Figure 227 Board Affirmation Statement
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Click in the Chief School Administrator field and type the name of the Chief School Administrator. Enter
the current date in the date field.

Signature & Assurance @

° Schaol Reconfigurations

Stops to Complete this Soction:
1. Upload the required documentation Basod upon your LEA typa.
¥ your LEA 1= 2 School Deanct or CTC:
«  Hoard Minutes or AlTematon Stalomont
« LEA Roconfigusaton Lottor
1 your LEA 15 3 Charter Schook:
«  Bctod Ourkar
«  Board Mines or Alfimaton Sttement

* LEA Reconfiguraton Latior
« Authonang School Deincd Minules

2. Save e page %0 wew ar dolelo uploaded documantation.
3 Signaturc of Chiof Schoal Admintsirator and aloctronc date signod.

Fialds with astorisis {*) are roquirod.

Upload of Scard Statoment or Affirmation Statoment +
No flc chasen

Upload of LEA Reconfiguration Lattor *
No file chosen

Upload Accuracy Certification Statomant (ACS) (Optional
No filo chasen

Chartor School

Upicad of Exocutod Chartor
No file chosen

Upload of Authorizing School District Minutas
N file chosen

Assurance of Quakty

As Ceot School Adminisiratee, | aMnm that the contants of s Reconfigarabon Pan are true and carract. 1also afferm that o goverming baard soviewad tha

g Pan, as m the offical Board of
| <ansort mame bolows cortdy that | have " and 10 tha bast my knowlodge, # i comoct.
Chief Administrator + Date v

| | mmicarypy

Figure 28 Signature and Assurance
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Summary Checklist and Submission

The final step in the FRCPP School Reconfiguration Changes process is reviewing the Summary

Checklist and Submission page. Ideally, this page will display green checkmarks next to each

configuration step. If a checkmark is missing, users will have the ability to revisit the incomplete section
to complete the process. It is important to click Save or Continue on each page and correct any indicated
errors. Otherwise, the checklist will not display a green checkmark, and the submission process will not

be completed.

The Submit button will not be enabled until all configuration pages display a green checkmark.

Summary Checklist & Submission @

° Senact Roconfigurations
‘When an LEA detormines Tt fl noods to rocoafigure 3 school or schools, e LEA must sutirst the reconfigurabion reguest by Sy 31 foe tha
reconfigurabian fo b m effect the coming school yoa.

1 950 LEA closes 3 schook, $hia LEA 1 foquired 1o oty FDE rogarding which choot bakingis) within tho destnct e studonls from i clased schoot wis
B ammgned (o once tha school 15 casad.

Destricts dosing the acksal schoal beskiing for K12 studont enroliment purposes must mchde i thor school roconfiguration Foquost 12 reascn(s) for wery
he busang & hong cased.

The Supennicncent or Cricf Exacutive Officor wil submi all necessary reconfiguration micemaon and othor requisd documentalion:

+  Schoot Boand mimeses (ciaarly spporting Ihe deoson) approving i reconiigurion of 3n allimation sialemeant signad by the Schocl Board
Promdont:

*  Suponnicndent/Crect Exocutive Officor's School acoafiguration lotior,

+  Excculod Charter (loe Chariar schooks coly)

Although theee & no speciic foem lolter for the Supenntondent/Chict Exective Officor B0 s, 56 lolter mest bo submitiod o disinct iotiaoad and

contain the propasod changsts) Informabon.

Onca tha School Reconfiguration Plan s PDE approved, the lfccive date 15 July ¥5t.al ihe kentod school yoar.

Whon an LEA dotormines Bt it naads 1o recoafigure 3 school o schools, tha LEA must stimit Ihe reconfigurabion roguest try Jdy 3t for tha
reconfiguration %0 be m effect the coang school yoae.

1 3 LEA closes 3 schook, $he LEA & roquired 1o notfy PDE regarding wisch school bakingis) within i LEA the studonts from the cosed school wall be
asmgned o coce the schoal I cosed.

LEAS ckasing tha actisal schook buiding for K 12 studont enroliment purposces mest nckds in their school recanfigesation rogquast ihe raasongs) far why the
butding & boing cdased.

The Chct will sl o neces=ry and olhor requirad docamentation:
+  Board mmules (coary supperng (ho doctsian) sppeowing Ihe reconfigurbon or an airmation =atement @gned by the Board Presdont
+  Chif Acmiesrator's School Beconfigurabion lofiar;

* Ewcculad Chiarter lor Chanar schools only).

Athcugh thor = o speciic foom lotter $or the Chic! Adminstrator 10 wse, B lottor must o submitiod on LEA lettcrhaad and contan ihe proposed
changofs) information.

Onca o Schoot Roconfigurabion Pian s PDE approved, the clfcctve date & July 1t of tho ideniied schocl yoar.

This summary chockiist prowides a quick sapshot of what ts nocded botore submetiing ihe Reconfiguration Plan. Once ab the fiams show groon checks,
subenl buticn wil be avatlsbic.

Stops to Complots this Soction:

1. Go back and comgicts any section that docs ROt Bave 3 groen chock i front of SHe paga Mie
2. Once 3 the sections 3 marked wilh 1 groen chock, the Submit button wil bo avakbie
3. Chck the Sutwmet button (o subt the Reconfigusation Plan.
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Figure 29 Submission Checklist and Submit Button

Once PDE receives the report, users will receive an email as confirmation of submission.
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