
 

 

 

 Request to Relocate or Add Facility 
 

If your school is requesting to relocate, add an annex, add a satellite location at a different address or 
extending the current lease, this form needs to be completed in its entirety and approved by the Sponsor prior 

to beginning the contract modification process. 
 

Relocate:   ☐  Add Annex:    ☐   Add Satellite Location:  ☐     Extend Lease:    ☐   
 

Date of Request:  

Name of School:  

Name of Contact Person:  

Current Address of School:  

School District of Current Address:  

 

Proposed Address for Relocation or Satellite:  

County of Proposed Address:  

School District of Proposed Address:  

Grade levels to be served at Proposed Address:  

Expected Date to Occupy Proposed Address:  

 

Explain why the school is requesting to relocate or add a satellite/annex location: 

•  
 
 

Provide a detailed summary of the changes being requested including any anticipated impacts on grade level, 
facility, staffing, financials. 

•  
 
 

Provide a description of the potential facility (# of floors, # of classrooms, expected work that needs completed, etc.) 

•  
 

If the school is requesting to relocate or add a satellite, list ALL schools (traditional and community schools), 
including the address, within a 2 mile radius of the proposed location:  

•  
 
 

 
 


