IGAP Change Requests 
· Please answer every question relevant to your request. Use as much space as you need. The more detail you provide, the better.
· Wait to receive approval from your EPA Project Officer before spending funds on new activities or items.

	All Change Requests

	Name
	

	Today’s date
	

	What is the change you wish to make to your work plan and budget?
	

	Why do you wish to make this change? How will it benefit your tribe?
	

	Which component in your work plan will this change support?
	

	How will you pay for this change? That is, what will you not pay for in your current budget in order to pay for this new activity or purchase?
	

	How much will this change cost?
	

	How did you estimate the cost (e.g., conducted Interest research, called supplier, used previous year’s costs)? If you wish to purchase equipment (valued over $5,000), please email me a quote. 
	

	Travel Requests 
Please show your calculations.

	What is the purpose of your trip, where are you traveling, and when? 
	

	Who will be traveling? If a Council member will be traveling, please indicate how their travel will benefit your GAP grant.
	

	What is the cost of round trip air fare? **
Cost x number of travelers x number of trips
	

	What is the cost of lodging? **
Cost x number of days x number of travelers x number of trips
	

	What is the cost of per diem (meals & incidental expenses)? **
Cost x number of days x number of travelers x number of trips
	

	What is the cost and type of ground transportation? **
Type of transportation (rental car, train, shuttle, taxi, bus, etc.)
Cost x number of days x number of trips
	

	What is the cost of POV Mileage? **
Rate/mile x number of miles
	



** Please refer to GSA for rates:  
· https://www.gsa.gov/travel/plan-book/per-diem-rates
· https://www.gsa.gov/travel/plan-book/transportation-airfare-rates-pov-rates-etc/privately-owned-vehicle-pov-mileage-reimbursement-rates
