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CONTACT INFORMATION

Office of Federal Programs 1021 Marion Street
Saint Paul, MN 55117

Director Sherry Carlstrom
cheryl.carlstrom@spps.org

(651) 744-1451

Supervisor of Nonpublic Schools Nancy DuBois
nancy.dubois@spps.org

(651) 744-2143

Accountability Assistant Will Ranieri
william.ranieri@spps.org

(651) 744-4172

Title I Federal Programs Clerk Consuelo Urbina
consuelo.urbina@spps.org

(651) 632-3790

SPPS District Office 360 Colborne Street
Saint Paul, MN 55102

Accountant May Yang
may.yang@spps.org

(651) 767-4000

Nonpublic Textbook Aid Laurie Niblick
laurie.niblick@spps.org

(651) 603-4347
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TITLE II, PART A INTRODUCTION

Purpose of the Title II, Part A Program is to improve the academic achievement of all students by
increasing access to effective educators.

In general, Title II funds can be used to provide supplemental activities that strengthen the quality and
effectiveness of teachers, principals, and other school leaders. The purpose of Title II is to:

● Increase student achievement consistent with state standards,
● Improve the quality and effectiveness of teachers, principals, and other school leaders,
● Increase the number of teachers, principals, and other school leaders who are effective in

improving student academic achievement in schools, and
● Provide low-income and minority students greater access to effective teachers, principals, and

other school leaders.

For nonpublic services, the LEA may only use Title II funds to provide professional development
and tuition reimbursement.

Professional Development
State and federal professional development funds must be used for supplemental, sustained,
personalized, evidence-based and job-embedded initiatives that address identified needs. This may
include activities such as coaching; active learning opportunities for teachers to observe and receive
feedback, analyze student work, make presentations; productive professional learning communities;
and classroom-focused research.

Professional development must provide the knowledge and skills needed to enable students to meet
academic standards and succeed in a well-rounded education. Sustained professional development
involves at least 20–40 on-going hours over the school year on a particular identified need.

To be allowable, professional development must be (a.) supplemental to what’s required to be a
licensed teacher or administrator, (b.) sustained over time, and (c.) consistent with improving student
achievement.

Title II, Part A funds cannot be used to support stand alone, one-day or short-term professional
learning that does not connect to a larger school plan.

TII Part A is for professional development therefore Title II Part A funds may not be used to develop,
align, map or revise curriculum, or assessments: Title II Part A funds may be used to provide
professional learning, training and resources to teach/train on how to develop, align, map, or revise
curriculum.

Title II, Part A funds may not be used to meet the needs of a private school or the general needs of
the students enrolled in the private school. In some instances, however, a program or activity that
primarily benefits a private school’s students (because it addresses specific, rather than general,
needs of the students) will also incidentally benefit the school, as allowed by 34 CFR section 76.658.
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TITLE IV, PART A INTRODUCTION

The purpose of Title IV, Part A is to improve students’ academic achievement by increasing the
capacity to provide all students with access to a well-rounded education, improve school
conditions for student learning, and improve the use of technology in order to improve the
academic achievement and digital literacy of all students.

These funds are an opportunity to innovate, pilot and collaborate on activities, services or programs
related to the areas of well-rounded education, safe and healthy schools and effective use of
technology to improve equity, opportunity and outcomes for all students.

Well-Rounded Education

The purpose of a well-rounded education is to provide an enriched curriculum and education
experiences to all students. It includes programs and activities in the core subjects as well as other
activities, including those that integrate multiple academic disciplines. In general, funds may be used
for any program or activity that supports student access to and success in well-rounded educational
experiences.

Well-rounded educational opportunities include activities such as:

● Accelerated learning or gifted programs;
● STEM (including computer science) subjects;
● Music and arts programs;
● Advance Placement, International Baccalaureate, Concurrent Enrollment or Early College

programs;
● World language;
● Environmental education;
● Social Studies in American history, civics, economics, or geography;
● Physical Education or
● Any innovative instructional structures or educational experiences that support a well-rounded

education.

Safe and Healthy Students

The second purpose is to improve school conditions for student learning. When students are healthy
and feel safe and supported, they are more likely to succeed in school.

● Support for Safe and healthy students may include:
● Healthy, active lifestyle, nutritional education;
● Drug and violence prevention;
● School-based mental health services;
● Preventing bullying and harassment;
● School counseling;
● Health Services;
● Dropout and reentry programs including transition services for justice-involved youth;
● School wide positive behavioral interventions and supports;
● Restorative practices, trauma informed classrooms.

Effective Use of Technology

The third purpose is to increase effective use of technology to improve the academic achievement,
academic growth, and digital literacy of all students.
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Support for effective use of technology may be used to provide educators, school leaders, and
administrators with the professional learning tools, devices, content and resources to do the following
activities such as:

● Provide supplemental professional development opportunities;
● Implement school approaches to inform instruction, support teacher collaboration, and

personalize learning;
● Provide students in underserved areas with the resources to take advantage of high-quality

digital learning experiences, digital resources, and access to online courses taught by
effective educators;

● Implement digital citizenship initiatives that include strategies to address student safety;

Services
Services or activities carried out under Title IV must be aligned to the plan, but supplemental to the
regular education program and not supplant.

● Activities must have outcomes that address identified needs.
● Funds should be used for activities that supplement and innovate.
● Professional development activities must be sustained (not stand-alone, one-day, or short-term

workshops), intensive, collaborative, job-embedded, data-driven, and classroom-focused.
● Supplies and materials must be connected to activities.

Supplement not Supplant with Title IV, Part A

The supplement not supplant provision requires that federal grant funds must add to (or supplement)
and not replace (or supplant) other funds (state/local) in providing general educational services. The
purpose of this is to ensure that federal funds are benefitting the intended population and are not
used to fund the basic education that would have been provided in the absence of federal funds.

Any service that is required to provide under state or local rule or policy must be provided using state
or local funds. If federal funds are used to provide these services, it is presumed that supplanting has
occurred.

Any service that was provided in the prior year with state or local funds that are then replaced by
federal funds is assumed to be supplanting.
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EQUITABLE SHARE, BUDGETING, AND REVISIONS

Nonpublic Equitable Share
Saint Paul Public Schools receives funding from the US Department of Education through the
Minnesota Department of Education. The funding is allocated to SPPS based on a formula stipulated
in ESSA.

Title II/Title IV nonpublic equitable share is determined as part of the district’s budgeting process. The
nonpublic equitable share is based upon the number of verified students the nonpublic school reports
to MDE on the Nonpublic Fall Report (from October 1 of the previous year).

Use of Funds
Under the Uniform Grant Guidance (UGG) the following cost principles must be considered for all
expenditures of federal funds (2CFR 200):

● The expenditure must be necessary; to address the identified need and achieve one or more
of the goals in the school’s TII/TIV plan.

● The expenditure must be reasonable; the expense does not exceed that which would be
incurred by a prudent person at the time the decision was made to incur the cost.

● The expenditure must be allocable; the purchase must be chargeable to the program in
accordance with the benefits received.

It is the district’s responsibility to ensure that any request for use of Title II/Title IV funds meets these
criteria and that the request addresses and identifies a specific need from the school’s Title II/Title IV
plan.  When trying to determine if an expense is an appropriate use of Title II/Title IV resources,
consider questions such as:

● Does the request align and support the goals in the school’s Title II/Title IV Plan?
● Is the request based on best practice and research-based?
● Is the request supplemental and not supplanting?
● Could equitable training/service be provided for less cost?
● What is the plan for sustainability/future costs?
● Is the selected delivery model the most effective for the targeted audience?
● Who will be participating in/attending the event/service?
● Does the request meet the guidelines and requirements for the grant?

Budgeting
Nonpublic schools must follow the established procedures for budgeting funds. As part of the Title
II/Title IV process, the nonpublic school principal or their designee in consultation with SPPS creates  a Title
II/Title IV budget that is in alignment with the  Title II/Title IV Needs Assessment and Plan. Budgets may be
adjusted by SPPS, if the deficiencies are noted in an object code
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Budget Revisions
Nonpublic schools (in consultation with SPPS) will be asked to revise budgets at least twice during the
school year. The first budget revision is at the beginning of the new school year (October to
November); the second revision is after the first of the year (February to March). This second revision
is the final budget revision for the school year. Funds cannot be moved after this revision period.
Please ensure that your school has funds in the proper object code(s) to cover expenses through the
end of the school year.

Note:  If a school runs out of funds in a particular object code or does not have funds available, the
request will be denied.  It is best practice to track all requests and also refer to the most recent
financial activity report before sending in a request.
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CONSULTANTS, CONTRACTS FOR SERVICES

Object Code: 6303 (up to $25,000)

Object Code: 6304 (over $25,000)

Pre-approval is required, regardless of the amount.

Contracting for services takes significant time to put into place. Be sure to begin the process early.

Allow a minimum of six weeks for a contract to be executed. No work may begin until the contract
has been executed and the finalized contract with purchase order has been sent to the vendor.

*If the contract is over $49,999, a formal process which requires SPPS to do a Request for Bid (RFB)
and advertising.  Allow additional time.

Contract, Consultants, Fees for Service Information
Under the Uniform Grant Guidance (UGG) section 200.22 a contract is a legal instrument by which a
non-federal entity (district) purchases property or services needed to carry out the project or program
under the federal award. In this case, the questions to ask are:

● How well will this contractor help staff meet the goals in the Title II/Title IV plan?
● Are there others who may be able to do it better for less?
● How will success be determined and evaluated?

If outside consultants or contractors are necessary to address the needs of your staff, Title II or Title IV
funds may be used to secure the services provided that the request is aligned with identified
needs/goals in the schools’ Title II or Title IV Plan and:

● It is necessary and reasonable to the professional development of the affected educational
staff.

● Cost of the service(s) is in line with what a prudent person would pay for this service.
● Any conflict of interest is disclosed in writing before the district secures services.

In evaluating the services offered by a prospective consultant or contractor please consider:

● The nature and scope of the services rendered in relation to the service required
● The necessity of contracting for the service
● The qualifications of the individual or concern rendering the service and the customary fees

charged
● The impact of the work provided to the overall professional development of your staff

In consulting and contracting situations of any magnitude, a contract must be executed to protect the
school and the district. If the contract is for any duration of time, the contract must be written with
specific deliverables identified along with a rate of pay (hourly, daily, etc) so that the invoices can be
submitted identifying the work that was completed. In some circumstances, a consultant or contractor
might expect you to sign a contract or agreement drafted with their terms. Do not do this.  District
contracting and procurement procedures must be followed at all times.
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Procedure to be used for all service agreements and consulting contracts (regardless of proposed
contract amount):

● Submit a Title II or Title IV Form with necessary information.  Attach the two quotes/price
comparisons along with a rationale for preferred consultant/contractor.  All three pieces of
information are required.

● The Office of Title I Federal Programs will select the vendor and negotiate the terms of all
agreements.

● All consultants/contractors will provide the Office of Title I Federal Programs the information to
complete the Independent Contractor vs. Employee form along with a W-9 form.

● The Office of Federal Programs Title I staff will enter all required information into the contract
system.  The purchasing department will negotiate the contract language and send out the
contract for signature.  Once the vendor has returned the signed contract, SPPS will complete
the process and send the finalized contract to the vendor with a purchase order.

● The directions for invoicing will be sent to the vendor with the purchase order.  All Invoices
must be billed to Saint Paul Public Schools and submitted to AP@SPPS.org .  A copy must also
be sent to nancy.dubois@spps.org .

● Once the service has been completed, the school must submit in a timely manner the required
documentation to the Office of Federal Programs Title I.  Professional development or services
to teachers require dated sign-in sheets (attendance) and evaluation.  Service is provided
directly to students, the school must submit verification of hours and satisfaction of service.
SPPS cannot pay the consultant/vendor until proof is submitted that the work has been
satisfactorily completed as outlined in the contract.  Delays in sending the required
documentation will delay payments to consultants/contractors.  Send required information as
soon as service has been provided.  Services that are provided direct monthly service.
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CURRICULUM WRITING TITLE IV, PART A

Object Code: 6185

Pre-approval is required for these requests, regardless of the amount.

Staff must have an active Saint Paul Public School employee number.

Rate of pay is $23.65.

Stipends may be paid to educational staff for approved curriculum writing outside of the school duty
day. Curriculum writing must meet the purpose and requirement of the Title IV grant, be
supplemental, and aligned with the goals addressing an identified need in the Title IV Needs
Assessment and Plan. The maximum amount of stipend hours for a single activity is 40 hours. Saint
Paul Public Schools may periodically request copies of the curriculum developed using Title II or Title
IV funds.

Examples of non-billable activities for curriculum writing include:

● Cutting and pasting
● Research - computer or library based
● Brainstorming for multiple sessions
● Textbook selection
● Textbook critique
● Syllabus creation
● Looking for or selecting documents
● Daily lesson planning for current course assignments

Procedure Curriculum Writing
● Send in the completed Title IV Order Form with information about curriculum to be written to

Nancy DuBois at the Office of Title I Federal Programs.  Information should include the need,
beginning/end date, subject area, grade level, specifics of the project including how it is
supplemental, names of staff to be involved, and proposed number of hours.

● Check if staff has an active Saint Paul Public Schools employee number with the Office of Title
I Federal Programs.  If staff need an employee number, staff must complete the New Hire
Paperwork. Completed New Hire Paperwork, documents for the I-9, and a completed Title II/IV
Checklist from the Office of Title I Federal Programs must be brought to the Saint Paul Public
Schools (SPPS) District Office- Human Resources Department.  Please contact Nancy DuBois
for a completed New Hire Paperwork Checklist before sending staff to the SPPS District
Office.  Staff needing an employee number must complete the process prior to curriculum
writing to ensure payment in a timely manner.

● Once approval is given, the curriculum may be written.  Any curriculum written before approval
will not be considered for stipend payment.   Curriculum writing must take place outside of the
contracted duty day.

11



● Upon completion, send a copy of the completed Curriculum Log Sheet and Curriculum
Guidelines Form, signed by the principal verifying curriculum meets minimum criteria, to the
Office of Title I Federal Programs.  When the building administrator signs the Curriculum
Guidelines Form they are attesting that the curriculum developed meets at a minimum the
following criteria:

○ Research citation for the curriculum.
○ Identification of the Minnesota standard(s) addressed.
○ Appropriateness for grade level and students targeted.
○ Articulated differentiation for the full spectrum of students.
○ Includes assessment tasks to determine that student learning occurred.

● After documentation has been received by the Office of Title I Federal Programs, the teacher
may complete the online Supplemental Pay Form.

Note:  All stipends can take up to 4-6 weeks for payment once all paperwork has been submitted.
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CURRICULUM WRITING LOG

School: Teacher: Course:

Date Time Activity

I affirm that the work was done to my satisfaction and meets at a minimum the following criteria:

● Appropriate for grade level and students targeted
● Articulated differentiation for full spectrum of students
● Includes assessment tasks to determine student learning
● Research citation for the curriculum
● Identification of the Minnesota standards addressed

Principal signature: Date:
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CURRICULUM GUIDELINES FORM

This must be completed by the teacher and signed by the school principal and submitted with the
curriculum log.

Teacher: Course:

Brief Description

Research Citation for
curriculum change

Minnesota Standard
(s) addressed

What students does
this target (include
grade level)

How is curriculum
differentiated

How will learning be
assessed

I verify that the curriculum developed meets the criteria listed above.

Principal signature: Date:
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MATERIALS AND SUPPLIES

Object Code: 6401 general supplies

Object Code: 6430 for instructional materials (Title IV only)

Pre-approval is required, regardless of cost.

All materials must be secular, neutral and non-ideological.

Materials and Supplies Information
All costs must be reasonable, necessary, and be connected to an identified need/goal in the Title II or
Title IV Needs Assessment and Plan.

Non-instructional materials used to support the professional development endeavors of the staff must
be used as part of a professional development and used strictly for professional learning such as
books used for an ongoing book study.

Materials purchased with Title II /Title IV funds are the property of Saint Paul Public Schools.  Schools
must follow the inventory process and clearly mark all materials.

Procedure

● Complete and submit the Title II/Title IV Order Form. Include all vendor information, quantity,
ISBN numbers, item prices, shipping costs and total cost.  Include a screenshot of the item (s).
Document the intended use of the materials and their alignment to identified need(s) in the
plan.

● Send completed form to the Office of Title I Federal Programs, Nancy DuBois.
● Information will be entered for approval.  If the order is approved, the Office of Title I Federal

Programs Clerk will do a cost comparison and place the order.  During cost comparison, if a
similar product is found at a more reasonable price, it will be purchased.  If there is a reason
you need a particular brand or type of product, a rationale must be on the Title II/Title IV Order
Form.  The rationale will be taken into consideration.

● Items will be sent directly to the nonpublic school.  Schools must follow the inventory
procedures and clearly mark all items.

● Invoices or paperwork sent with items must be submitted to consuelo.urbina@spps.org upon
receipt.  If the order did not contain invoices or paperwork, email consuelo.urbina@spps.org to
confirm receipt. This is important as we do not know if you received the items until we
receive the information/confirmation from you.
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PROFESSIONAL DEVELOPMENT

Minnesota Conferences & Workshops No Overnight Stay
Object Code: 6366
Pre-approval is required, regardless of cost.

Workshops or conferences must be aligned and address a specific goal/strategy from the Title II or
Title IV Needs Assessment and Plan. It must also satisfy the definition of professional development in
the Every Student Succeeds Act, be reasonable, and necessary.

Procedures

● Make sure request is aligned to Title II/TIV Needs Assessment and Plan.  Do not make request
if it is not aligned or does not meet the requirement of the grant.

● Complete the Title II /Title IV Order Form (both pages) and itemize all costs (registration,
mileage, etc.). Make sure that the vendor information is complete and accurate.  Attach
completed conference registration form, conference information (conference description,
sessions to be attended, schedule, dates, location, proof of mileage, etc.  This may be
information printed from website or brochure).

● Building administrator signs completed form and emails the Title II /Title IV Order Form,
completed conference registration form, and workshop information to nancy.dubois@spps.org
for approval.

● Confirmation of approval or denial will be sent in an email or discussed by phone with the
building administrator.

● Once approved, the participant will be registered using the information submitted on the
completed conference registration and the payment will be sent to the vendor.

● If mileage was requested and approved, participant must complete the Mileage
Reimbursement Form and submit to nancy.dubois@spps.org.
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Professional Development Requiring Overnight Stay (in Minnesota)
Object Code: 6366
Requires Travel Authorization Number.
Must be submitted at least 50 days prior to the date of travel.
Do not register for the conference or make hotel or transportation reservations prior to receiving
your travel authorization number.
Pre-approval is required, regardless of cost.

Professional development opportunities within the seven county Twin Cities region (Anoka, Carver,
Dakota, Hennepin, Ramsey, Scott and Washington counties) will not be allowed an overnight stay.
Outside those counties, eligibility will be based on the times of the conference/workshop and
distance.

Workshops or conferences must be aligned and address a specific goal/strategy from the Title II or
Title IV Needs Assessment and Plan. It must also satisfy the definition of professional development in
the Every Student Succeeds Act, be reasonable, and necessary.

Procedure

● Complete the Title II /Title IV Order Form itemizing all the costs (registration, hotel, mileage,
etc.).  Attach completed conference registration form and conference information (conference
description, sessions to be attended, schedule, dates, location, proof of mileage, hotel
information, etc. This may be information printed from a website or brochure.  Do not register
for the workshop/conference or make any reservation prior to receiving your Travel
Authorization Number.

● Complete a Travel Authorization Request. It must be signed and dated by the person
attending the conference.

● Building administrator signs forms and emails the Title II/Title IV form, conference registration
form, conference information, and the Travel Authorization Request form to
nancy.dubois@spps.org for approval.  The required information must be submitted at least 50
days prior to the event.

● Confirmation of receipt of the request will be sent in an email or discussed by phone with the
building administrator.

● Once approved by the Office of Title I Federal Programs, the request will be entered into the
SPPS system and routed to the appropriate departments for approval.

● Upon obtaining all approval signatures, the travel clerk will assign a travel authorization
number to the email address on the travel request form.

● After the travel authorization number email is received, the recipient must read the instructions
in the email carefully and follow all instructions as given. The directions will include how to
book the hotel and the process to submit for allowable expenses for reimbursement.  Not
following the directions may result in the cost not being able to be paid by SPPS

● Upon returning from travel, the District Travel Expense record that was attached in the email
from the Travel Clerk must be completed and sent to Saint Paul Public Schools Business Office
within 15 business days of your return.

● Be sure to include original, itemized receipts that are taped on an 8.5 x 11-inch piece of paper.
Multiple receipts on one piece of paper will severely delay the payment process or be
returned to you for correction.

● The expense record must be submitted even if everything is paid for prior to travel.
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Professional Development Requiring Out of State Travel
Object Code: 6368
Requires Travel Authorization Number.
Must be submitted at least 50 days prior to the date of travel.
Do not register for the conference or make hotel or transportation reservations prior to receiving
your travel authorization number.
Pre-approval is required, regardless of cost.

Professional development opportunities must be aligned and address a specific goal/strategy from
the Title II or Title IV Needs Assessment and Plan.  They must also satisfy the definition of professional
development in the Every Student Succeeds Act. Cost associated with the travel may be allowable if
the professional development opportunity is necessary and reasonable.  This means that the
goal/strategy cannot be met by professional development opportunities in state or locally, or in an
equally effective and more efficient manner. If necessary cost are necessary and reasonable the costs
may include:

● Transportation (costs cannot be in excess of the basic, least expensive unrestricted
accommodations)

● Lodging (costs cannot be in excess of the basic, least expensive unrestricted
accommodations)

● Food (costs cannot exceed what the district allows)

Procedure

● Complete the Title II /Title IV Order Form itemizing all the costs (registration, hotel, mileage,
etc.).  Attach completed conference registration form and conference information (conference
description, sessions to be attended, schedule, dates, location, proof of mileage, hotel
information, etc. This may be information printed from a website or brochure.  Do not register
for the workshop/conference or make any reservation prior to receiving your Travel
Authorization Number.

● Complete a Travel Authorization Request. It must be signed and dated by the person
attending the conference.

● Building administrator signs forms and emails the Title II/Title IV form, conference registration
form, conference information, and the Travel Authorization Request form to
nancy.dubois@spps.org for approval.  The required information must be submitted at least 50
days prior to the event.

● Confirmation of receipt of the request will be sent in an email or discussed by phone with the
building administrator.

● Once approved by the Office of Title I Federal Programs, the request will be entered into the
SPPS system and routed to the appropriate departments for approval. MDE approval is also
required if travel is out of state.

● Upon obtaining all approval signatures, the travel clerk will assign a travel authorization
number to the email address on the travel request form.

● After the travel authorization number email is received, the recipient must read the instructions
in the email carefully and follow all instructions as given. The directions will include how to
book the hotel, flight, and the process to submit for allowable expenses for reimbursement.
Not following the directions may result in the cost not being able to be paid by SPPS
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● Upon returning from travel, the District Travel Expense record that was attached in the email
from the Travel Clerk must be completed and sent to Saint Paul Public Schools Business Office
within 15 business days of your return.

● Be sure to include original, itemized receipts that are taped on an 8.5 x 11-inch piece of paper.
Multiple receipts on one piece of paper will severely delay the payment process or be
returned to you for correction.

● The expense record must be submitted even if everything is paid for prior to travel.

Questions about travel?

Email: travel@spps.org

Check the website for more information: https://www.spps.org/Page/31195

Conferences & Workshops Sponsored by a Religious Organization
Object Code: 6366 in Minnesota (no overnight stay)
Object Code 6368 Out of State or Overnight Travel
Pre-approval is required, regardless of cost.
Requires Travel Authorization Number is required for overnight stay or out of state travel.
If a Travel Authorization Number is needed, it must be submitted at least 50 days prior to the date
of travel.

Title II / Title IV funds may only pay for the portion of that conference (and associated costs) that is
secular, neutral, and non-ideological. Content must be able to be clearly distinguished.  Title funds
may not be used to pay for professional development designed to support religious instruction, or
used in any manner intended to advance or inhibit religion or particular political views.
Procedure

● Complete the Title II /Title IV Order Form and itemize all the costs (registration, mileage, etc.).
Make sure that the vendor information is complete and accurate.  Attach completed
conference registration form, conference information (conference description, sessions to be
attended, schedule, dates, location, proof of mileage, etc.  Also include the proposed
percentage of the professional development that would be eligible to be paid from federal
funds.

● If it is determined through consultation that the staff member will pay and be reimbursed by
Saint Paul Public Schools, the person attending the conference is considered the vendor. Their
name and contact information go into the vendor section on the Title II /Title IV Order Form.

● Staff completes the Affirmation of the Use of Federal Funds Form.
● Building administrator emails the Title II /Title IV Order Form, completed conference

registration form, workshop information, and signed Affirmation of Use of Federal Funds Form
to Nancy DuBois for pre-approval.  Please note: If a conference requires an overnight stay, a
Travel Authorization Form must be completed 50 days prior to conference and procedures in
the Overnight Stay or Out of State Travel followed.   Title II/Title IV will only pay the portion of
the cost of travel that is equivalent to the professional development that is secular, neutral and
non-ideological in nature.

● If staff is being reimbursed for a workshop, after the workshop staff will submit proof of
payment and completion of the workshop if to be reimbursed.  Staff will be reimbursed only
for the portion of the conference that is secular, neutral, and non-ideological.  After all required
documentation has been received, the paperwork will be processed for reimbursement.

● If SPPS paid for professional development or travel, the school will be invoiced for the
percentage of the costs determined to not be eligible for use with federal funds.
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Compensation for Professional Development
Object Code: 6185
Pre-approval is required for these requests, regardless of the amount.
Staff must have an active Saint Paul Public School employee number.
Compensation may be paid to educational staff for approved professional development
attendance outside of the school duty day.
Rate of pay is $23.65 per hour.

Procedure
● Be sure that the professional development is aligned with the goals and addresses an

identified need in the Title II/ Title IV Needs Assessment and Plan.  Professional development
cannot be stand alone and must be shown to be a part of the school’s overall focus and
aligned to strategies in your Title II/Title IV Plan.

● Send in completed Title II/Title IV Order Form(s) with the request to pay a stipend to the
educational staff attending the workshop to Nancy DuBois at the Office of Title I Federal
Programs.  The request must be signed by the principal and should include each staff
member’s name and the number of hours requested. Stipends may not be paid for breaks,
meals, or any part of the duty day.

● With the Title II/Title IV Form Include the agenda that clearly shows the times of the sessions
(hours in session to be paid).

● Any staff requesting a stipend must have an active Saint Paul Public Schools employee
number to receive the stipend. Check if staff has an active Saint Paul Public Schools employee
number with the Office of Title I Federal Programs.  If staff need an employee number, they
must complete the New Hire Paperwork. Completed New Hire Paperwork, documents for the
I-9, and a completed Title II/IV Checklist from the Office of Title I Federal Programs must be
brought to the Saint Paul Public Schools (SPPS) District Office- Human Resources Department.
Please contact Nancy DuBois for a completed New Hire Paperwork Checklist before sending
staff to the SPPS District Office.  Staff needing an employee number should complete the
process prior to attending the professional development to ensure payment in a timely
manner.

● Once approval is given, the staff will attend the professional development, collecting a
certificate of attendance from the presenter (clock hours certificate).

● Send in the certificate of attendance (with clock hours) to the Office of Title I Federal
Programs.

● After the hours are verified with the certificate of attendance (clock hours certificate) the staff
must complete the e-form for supplemental pay.  Directions may be found on the website.

Note: Stipends can take up to 4-6 weeks for payment and all required paperwork has been submitted.
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TUITION REIMBURSEMENT

Object Code: 6389
Pre-approval is required before registration, regardless of cost.
Determination will be made by the Non-Public Supervisor on a case-by case basis.

Advanced coursework must positively impact classroom practices, lead to increased student
achievement, and be identified with the Title II/IV Needs Assessment and Plan as a specific need of
students (not the school itself). The content of the college course must be an allowable use of Title
funds under the authorizing statute.  For example, a college course titled “Development and
Assessment of Individuals with Severe Disabilities” may be allowable, but a college course titled
“Financial Reporting and Managerial Control” as part of a Business Administration degree would not.
Approval of a class is contingent on the appropriateness of the class, its impact on student academic
achievement and the successful completion of the previous class(es).

Procedure
● Send in the completed Title II or Title IV Order Form along with the coursework description for

approval to the Office of Title I Federal Programs. Information on the form must include:
teacher name and address as vendor, name of course, college or university attending, number
of credits, dates of course, cost per credit/total cost proposed,

● Once approval is obtained, the participant may register for the class(es).
● Reimbursement procedure (after course is completed):
● Submit original invoices and proof of payment for class(es) showing that you paid (bank or

credit card statement showing payment to school, etc.).
● Also submit proof of successful completion of approved class(es) with a grade of ‘B’ or better

(transcript from school).
● Send all documentation listed above to the Office of Title I Federal Programs, Nancy DuBois. If

the submitted documents are satisfactory, the participant can expect payment in
approximately four to six weeks from the date submitted for reimbursement.

● Documentation must be received before the next set of courses will be approved.
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BUDGET CODE REFERENCE GUIDE

Nonpublic Title II: 29-XXX-204-414-XXXX-4430
Nonpublic Title IV: 29-XXX-209-433-XXXX-4235
ESSER Educational: 29-XXX-610-151-XXXX-0012
ESSER Technology: 29-XXX-630-151-XXXX-0012
ESSER PPE: 29-XXX-810-151-XXXX-0012
ESSER Cleaning: 29-XXX-812-151-XXXX-0012
GEER Educational: 29-XXX-610-153-XXXX-0012
GEER Technology: 29-XXX-630-153-XXXX-0012
GEER PPE: 29-XXX-810-153-XXXX-0012
GEER Cleaning: 29-XXX-812-153-XXXX-0012
XXX= School Code
XXXX= Object Code

School Codes

921 Cathedral Hill Montessori

957 Christ’s Household of Faith

835 Cretin-Derham Hall

975 Friends School of MN

842 Highland Catholic School

845 Holy Spirit Catholic School

848 Jean Lyle Children’s Center

948 Lubavitch Cheder Day School

850 Maternity of Mary St Andrew (MMSA) Catholic School

851 Nativity of Our Lord Catholic School

860 Saint Agnes School

875 St. Pascal Regional Catholic School

880 Saint Peter Claver Catholic School

872 Saint Thomas More Catholic School

885 Sunny Hollow Montessori

879 Talmud Torah of St. Paul/ The Newman School
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Object Codes

6185 Other Salary- Licensed Wages/Stipends

6210 FICA

6218 TRA (.1201)

6303 Consulting Fees/Services 1st 25,000

6304 Consulting Fees/Services Over 25,000

6366 Workshops/Travel in MN

6368 Workshops/Travel outside MN

6369 Tuition Reimbursement

6401 General Supplies

6430 Instructional Supplies/Materials for Students

6490 Food

6530 Equipment (not technology)/Furniture

6555 Technology Equipment/Computers

6369 Student Fees/Registrations

6165 Counselors

6329 Postage

6432 Portable & Attractive - Instructional
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COMPLAINT PROCEDURES

During the course of administering federally funded programs there may be disagreements about
how the law or guidelines are to be interpreted and applied by teachers, parents, principals and
administrators. In attempting to resolve disputes over the issue(s) being raised, the following steps will
be followed:

● The petitioner will submit a written statement to the school district administrators indicating
which section(s) of the law, regulations, or guidance were not properly interpreted or applied.

● Within 45 days of receiving the complaint the district administrator will:

o Notify the petitioner of the receipt of the complaint.

o Meet with the individual(s) raising the question to determine if a violation of the law or
regulations has occurred.

o Notify all parties of the results of the review and determinations, if necessary take
corrective action to return to compliance.

● If the petitioner is not satisfied with the District Program Administrator’s explanation, then a
written request to the District Program Administrator should be submitted citing the statutory
or regulatory violation(s) and request a meeting with the State Director of the program.

● Within 45 days of receiving the complaint, the District Program Administrator will schedule a
meeting between them, the State Director and the petitioner. This meeting will be to discuss
the issue(s) related to the law or guidelines and how they were applied to the areas in
question.

● Within ten days after the meeting with the State Director of the program, the Director will
respond in writing to the District Program Administrator and the petitioner regarding
Minnesota’s current interpretation and application of the section(s) of the law or guidelines that
were in question.

● If the issue is still not resolved to the petitioner’s satisfaction, then they have the right to
contact the U.S. Department of Education for further clarification and resolution.
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Saint Paul Public Schools District Administrators
Cheryl Carlstrom - Director, Office of Federal
Programs, Title I and Nonpublic Title I, II, IV
cheryl.carlstrom@spps.org
651-744-1457

Kate Wilcox-Harris - Chief Academic Officer
kate.wilcox-harris@spps.org
651-767-8132

Craig Anderson, Executive Director of Teaching
and Learning, Title II Professional Development
craig.anderson@spps.org
651-285-3960

Nancy DuBois - Supervisor, Nonpublic Schools
Title I, II, IV A
nancy.dubois@spps.org
651-744-2143

Yeu Vang - Assistant Superintendent, MLL/Title III
yeu.vang@spps.org
651-744-6422

Larry Wren - Supervisor, Special Education
larry.wren@spps.org
651-767-8342

Fabrice Baillet - Supervisor,  MLL/Title III
fabrice.baillet@spps.org
651-744-6936

Laurie Niblick - Tuition Billing and Nonpublic
Textbook Aid
laurie.niblick@spps.org
651-603-4347

Beth Coleman - Assistant Director, Social
Emotional Learning
beth.coleman@spps.org
651-744-7378

Mary Langworthy - Supervisor of Student Health
mary.langworthy@spps.org
651-767-8380
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SUPPLEMENTAL PAY FORM DIRECTIONS

How to Submit the Supplemental eForm
Supplemental Pay Option forms are located in PeopleSoft Employee Self Service. You can access
Employee Self Service from the Payroll Home Page on the district website. (https://spps.org/payroll).

Click the link on the left menu to get to the Employee
SelfService home page.

This will bring you to the home page under the Payroll
website that provides the link to the Self Service portal.
Click on the “PeopleSoft Self Service Portal” link.
(Note the additional links here that
provide detailed instructions for resetting
passwords, setting up a security question, or navigating
Employee Self Service.)

Type in your User ID and Password. Your User
ID is your Employee ID without the “e”
in front of it.
Contact Michelle Wallace at
michelle.wallace@spps.org for login assistance.

Your initial password is the first letter of your first name
plus the first letter of your last name (both capitalized)
plus an asterisk (*) plus the last four digits of your social
security number plus the lowercase letters “spps”.
Example: John Smith w/ SSN 123-45-6789 would
have a password like this: JS*6789spps

Click the HR/Payroll button.

If you receive the message that your password has expired,
it will prompt you to set a new one. Enter the temporary
password in the “current password” and then enter a
new password that you will remember.
Any new password you set MUST be at least 8
characters long, have an upper case and a lower
case letter, a number, and a special character such as
!  @ # $ % ^  &  *  (  )  -  _  = +  \ |  [  ]  {  }  ;  :  /  ?  . >  <

Once you get to the main menu in PeopleSoft,
navigate to“My System Profile” to set up your
security question.

After that, you are ready to browse the information available to you. E-forms are available on the main
dashboard in the “Employee Forms” box.  You can also update your personal information, tax
withholding, view your paychecks and year end w-2 tax form under the Payroll section.
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Completing the Supplemental Pay Form

Once you have logged into the PeopleSoft Self Service Portal, you can
access the supplemental eForm through the pagelets on the main page
under Employee Forms.

1. Select your building clerk. You are able to use the magnifying glass
to search by name.
NOTE:  Non-public Staff, please enter the Federal Programs clerk
here. (529964 – Consuelo Urbina)

2. Enter the assignment type.
○ Hourly instructional work under Title I = “Tutoring”
○ Hourly instructional work under Title II or Title IV = “Hourly Instructional”
○ For workshop attendance/paid professional development = “Staff Development”
○ For other pay (curriculum writing, prep, etc.) = “General Assignment”

3. Select the department that facilitated the assignment or workshop.
○ For workshop/paid professional development, select “Other-SPPS provided”
○ Non-public Staff, enter “Fed Programs/Title 1”

4. Enter a description of the assignment or the name of the workshop.

○ For workshop/paid professional development, write “Nonpublic and SCHOOL NAME”
(ex. Nonpublic MMSA).

5. Enter the date the event occurred.
6. Enter the number of hours.
7. Enter the start and end times.
8. If you need to add any more days, please use the plus/minus button to insert/delete rows as

needed.
○ Complete all info on one row before adding another row. If you add multiple rows

before adding the detail in a preceding row, you will get an error message and need to
start over.
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9. Acknowledge the information you have provided is true and accurate.
10. Click “Submit”.

Important Information
Once you submit a supplemental pay form it will route to your clerk to enter a budget code. After your
clerk enters a budget code and approves the form it will route to your supervisor for approval. Once
your supervisor approves the form it will route to payroll for processing. You will receive a notification
via email once it has been sent to payroll for processing.

How to View the Status of Your Form
Employees can view the history of their form along with who the form is currently pending to. This will
allow employees to view who the form is pending to and a log of when everything was approved.

Click on “View an EmployeeForm”

Click “Search”. This will show you
any form you have submitted.

Information regarding the form
status, original submission date and
when it was last updated will show.
To view a specific form, click on the
form ID #.

The first page will show your
supplemental form and what was
submitted. Once you click “next” it will show
who has approved the form and who the form
is still pending to. In the example we can see
the clerk entered the budget code but it is
still waiting for supervisor approval.

It will also show a form log/timestamp of when action was taken. The first line will be a timestamp of
when the form was submitted. The second line will be when the clerk added the budget code and
approved the form. It will also show the time that elapsed between each stage.
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INVENTORY PROCEDURES

To more efficiently serve students, there are significant changes to the ordering procedures for
nonpublic equipment starting in the 20-21 school year. These procedures are still under development
and may change based on feedback. Please contact the Office of Federal Programs with any
questions or suggestions.

● Order forms have been updated to include a shipping address. This field must be completed
for any order to be processed.

● Items will now be delivered directly to the shipping address listed on the updated order forms.
● Notify Consuelo Urbina at consuelo.urbina@spps.org when items arrive at your school. Be

sure to include a picture or scan of the packing slip with your email.
● The Office of Federal Programs will inform you of any items that need to have inventory

stickers applied.
● Items that are portable/attractive (laptops, drones, cameras, etc.), valuable (over $5000), have

a lifespan over one year, as well as any equipment identified by the Office of Federal
Programs must always be labeled and inventoried.

○ The Office of Federal Programs will provide an initial batch of inventory stickers.
Additional inventory numbers may be requested from Kim Hurlburt at
kim.hurlburt@spps.org.

● All items  must be marked as “Property of SPPS” or “Purchased with Federal Funds.” Labels
and inventory stickers will be provided.

○ Initially, SPPS will send out a member of staff to assist with labeling and training your
school staff on labeling procedures.

○ If items do not have space for labels, mark a clear spot with a permanent marker with
“Property of SPPS”

● Never distribute items before the labeling and inventory process is complete.
● Immediately contact the Office of Federal Programs regarding shipping errors including

damaged or missing items.
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Auditing Inventory
All materials are marked or labeled before being brought to your building and will be added to your
Title I inventory list. An audit of federally-purchased materials must be completed each May. The
Office of Federal Programs will provide a spreadsheet like the one pictured below:

To complete the inventory sheet,

● Look for the “Tag Number” on every item purchased with federal funds. Look at each item’s
description to identify it.

● Some items may also be identified by a manufacturer’s serial number, which is listed on the
sheet.

● Once an item is identified, select the dropdown on the right hand side of the “Status” column
and select the appropriate description. In most cases this will be “Found - in Use”.

● If an item is no longer needed, select “Found - Needs to be Retired”.

● If an item cannot be located anywhere in the school, please mark it as “Not Found”. In the
case of old items, they may simply have not been tracked accurately in the past. If the item is
new or considered portable and attractive the Office of Federal Programs may reach out for
further information as needed.

● Once every item on the inventory sheet has been accounted for, please notify the Office of
Federal Programs via email.
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NONPUBLIC CONSULTATION MEETING SCHEDULE

Day Date Time Place Room

Thursday September 23, 2021 9:00 - 11:30 Online Online

Tuesday November 11, 2021 9:00 - 11:30 Online Online

Tuesday January 20, 2022 9:00 - 11:30 Online Online

Tuesday March 10, 2021 9:00 - 11:30 Online Online

Tuesday May 19, 2022 9:00 - 11:30 360 Colborne Street J & K or online

31



Forms
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ESEA TITLE I PROGRAMS ORDER FORM 2021-2022

Revised: 5/6/2021

Instructional Materials Food/Parent Involvement

Vendor: School-Program:

Address: Your Name:

City, State, Zip: Phone:

Phone: Email:

Email: Shipping Address:

- - - - - - - - - - - - - - - - - Budget Code - - - - - - - - - - - - - - - - - - - 

School Number
Finance 

Code Object Code Course Code

List quantity, description and cost of items to be ordered below, or attach a separate order form 
when provided.

Quantity Description Unit Cost Total Cost

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

Subtotal ($ -  )                   

Discount

Delivery

TOTAL ($ -  )                   

This signature does not grant permission or authorization. It affirms knowledge of request.

Principal's Signature

              Date Signed

Approval Documentation for District Use Only Purchase Order Number



ESEA TITLE PROGRAMS ORDER FORM 2021-2022

Revised 5/6/2021

JUSTIFICATION OF NECESSITY - PURCHASE OF FOOD

Title I will not pay for purchases of food (snacks, treats or meals) from grocery stores, food service, or 
restaurants unless the purchase is approved by Title I in advance. Food purchases must be 
necessary, reasonable and must fit with the intent and purpose of the Title I program. 

Provide a description of the event.

If food is being purchase to support parental involvement activities at the school, check the 
appropriate activities as outlined in Section 1118, of Title I.
Please check all that are applicable.

Local academic assessments
Title I requirements
How to monitor a child's progress,
How to work with educators to improve a child's progress

Using Title I funds to support activities that are celebratorial in nature are not allowable 
under Title I.



ESEA TITLE II PROGRAMS ORDER FORM 2021-2022

Revised: 5/6/2021

Vendor: School-Program:

Address: Your Name:

City, State, Zip: Phone:

Phone: Email:

Email: Shipping Address:

- - - - - - - - - - - - - - - - - Budget Code - - - - - - - - - - - - - - - - - - - 

School Number
Finance 

Code Object Code Course Code

List quantity, description and cost of items to be ordered below, or attach a separate order 
form when provided.

Quantity Description Unit Cost Total Cost

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

Subtotal ($ -  )                   

Discount

Delivery
TOTAL ($ -  )                   

This signature does not grant permission or authorization. It affirms knowledge of request.

Principal's Signature

              Date Signed

Approval Documentation for District Use Only Purchase Order Number



ESEA TITLE II PROGRAMS ORDER FORM  2021-2022

Revised 5/6/2021

JUSTIFICATION OF NECESSITY - PROFESSIONAL DEVELOPMENT REQUEST

Title II program funds may be used to support high quality professional development aligned 
to the support of the goals and strategies outlined in the school's Title II Needs Assessment 
and Plan. One-time workshops are not permitted unless they are closely related to the 
school's Title II Needs Assessment and Plan.

_____________ Date(s) of the Professional Development Activity

_____________ Indicate the number of staff involved.

Check the Purpose of PD under ESSA
Increase student achievement consistent with the State academic 
standards.
Improve the quality and effectiveness of teachers, principals and other 
school leaders.
Increase the number of teacher, principals and other school leaders 
who are effective in improving student academic achievement in 
schools.
Provide low income and minority students greater access to effective 
teachers, principals and other school leaders.
Provide training that is intensive, collabortive, job-embedded, data 
driven, and classroom focused.
Provide educators with the knowledge and skills necessary to enable 
students to succeed in a well rounded education.

Describe how this professional development activity addresses the needs of your 
students and staff as described in the school's approved Title II Needs Assessment 
and Plan.



ESEA TITLE IV PROGRAMS ORDER FORM 2021-2022

Revised: 5/6/2021

Vendor: School-Program:

Address: Your Name:

City, State, Zip: Phone:

Phone: Email:

Email: Shipping Address:

- - - - - - - - - - - - - - - - - Budget Code - - - - - - - - - - - - - - - - - - - 

School Number
Finance 

Code Object Code Course Code

List quantity, description and cost of items to be ordered below, or attach a separate order 
form when provided.

Quantity Description Unit Cost Total Cost

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

Subtotal ($ -  )                   

Discount

Delivery
TOTAL ($ -  )                   

This signature does not grant permission or authorization. It affirms knowledge of request.

Principal's Signature

              Date Signed

Approval Documentation for District Use Only Purchase Order Number



ESSER/GEER GRANT ORDER FORM 2021-2022

Revised: 5/6/2021

ESSER Grant Order GEER Grant Order

Vendor: School/Program:

Address: Your Name:

City, State, Zip: Phone:

Phone: Email:

Email: Shipping Address

- - - - - - - - - - - - - - - - - Budget Code - - - - - - - - - - - - - - - - - - - 

Fund Dept Program Product Acct Class

Please use a separate order form for each vendor. List quantity, description and cost of items 
to be ordered below, or attach a separate order form when provided.

Quantity Description Unit Cost Total Cost

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

($ -  )                   

Subtotal ($ -  )                   

Discount

Delivery

TOTAL ($ -  )                   
This signature does not grant permission or authorization. It affirms knowledge of request.

Principal's Signature

              Date Signed

Approval Documentation for District Use Only Purchase Order Number



ESSER/GEER GRANT ORDER FORM  2021-2022

Revised 5/6/2021

JUSTIFICATION OF NECESSITY - ESSER/GEER GRANT REQUEST

Check the reason for order under ESSER/GEER

Coordination of preparedness and response efforts to coronavirus.

Providing principals and others school leaders with the resources necessary to address the needs of 
their individual schools.

Activities to address the unique needs of low-income children or students, children with disabilities, 
English Learners, racial and ethnic minorities, students experiencing homelessness, and foster care 
youth, including how outreach and service delivery will meet the needs of each population.

Developing and implementing procedures and systems to improve the preparedness and response 
efforts.

Training and professional development for staff on sanitation and minimizing the spread of 
infectious diseases.

Purchasing supplies to sanitize and clean facilities.

Planning for and coordinating during long-term closures.

Purchasing educational technology for students which may include assistive technology or adaptive 
equipment.

Providing mental health services and supports.

Planning and implementing activities related to summer learning and supplemental afterschool 
programs.

Other activities that are necessary to maintain the operation of and continuity of services in local 
educational agencies and continuing to employ existing staff of the local educational agency.

Providing credit recovery services to high school students, with a student-to-teacher ratio of six-to-
one.

Providing remediation services to elementary and middle school students, with a student-to-teacher 
ratio of six-to-one

Providing enrichment services with a student-to-teacher ratio of six-to-one.

Providing transportation for summer school programming.

Enhancing students’ broadband access.

Purchasing hotspots.

Describe how this professional development activity/order addresses the needs of 
your students and staff as described under ESSER/GEER guidelines.



        

        

 

     

 

 

 
 

   
 

 
   

 

 
 

 
 

 

 

 

 
  

 

 

 

 

  

 
  

 

 
 
 

           
  
 

              
 
 
 

 
 

 
 

 

Independent School District 625 
TRAVEL AUTHORIZATION REQUEST
 

Name (Please print)_______________________________________________________ Employee Number ____________________ 

All travel must be approved prior to traveling. It is the responsibility of the traveler to ensure that approval is complete 
before departure. Please allow a minimum of 30 days to process this request prior to traveling.  All travel expense 
receipts with form must be submitted to Travel in the Business Office within 60 days after return.  

I have read the district’s travel policies and procedures and understand my responsibilities.  (Policies and procedures are 
at  www.spps.org/business    Click “Procedure Manual” link on navigation bar, Section 5.) 

I AM AWARE THAT ANY FREQUENT FLYER MILES OR HOTEL AWARD POINTS EARNED CANNOT BE USED FOR PERSONAL 
TRAVEL. 

I have attached a copy of the event brochure or agenda and registration form that lists what is included with the event fee.  I 
understand that without the documentation I will not receive an authorization number. 

_______________________________________________________________ 
Signature of Traveler Date 

Position ___________________________________________ Work Phone Number _________________________________ 

School/Dept Name______________________________________ E-mail Address__________________________________ 

Additional E-mail Address where authorization number should be sent __________________________________________ 

Event Name ___________________________________________________________________________________________ 

Event Location _________________________________________________________________________________________ 

Purpose of Travel: District or SCIP Initiative ________________________________________________________________ 

Dates of Event ____________________________________________________ Number of Travel Days  ______________  

IF you are adding or subtracting travel days from those of the conference please complete section at bottom of page 

Total Cost $__________ (Please itemize): Registration Fee $_________  Transportation $ _________  Lodging $_________ 

Meals $__________ Other travel costs $___________ (describe briefly)________________________________________ 

Does trip meet district’s Staff Development/Grant criteria?_______If Grant, title of Grant ___________________________ 

Budget Code______________________________________________________________________ 

Form TAR-1  Rev. 08/07/19 

If the number of days you are traveling exceeds the number of days of the event, please explain:  
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

If the number of days you are traveling is less than the number of days of the event, please explain: 
_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

Failure to note variance at time of request will result in the a resubmission of travel request for necessary electronic signatures

http:www.businessoffice.spps.org
e505503
Highlight

e505503
Highlight

e505503
Highlight

e505503
Highlight

e505503
Highlight

e505503
Highlight

e505503
Highlight

e505503
Highlight

e505503
Highlight

e505503
Highlight

http://www.%ED%AF%80%ED%B1%96%ED%AF%80%ED%B1%93%ED%AF%80%ED%B1%93%ED%AF%80%ED%B1%96%ED%AF%80%ED%B0%91%ED%AF%80%ED%B1%92%ED%AF%80%ED%B1%95%ED%AF%80%ED%B1%8A%ED%AF%80%ED%B0%92%ED%AF%80%ED%B1%85%ED%AF%80%ED%B1%98%ED%AF%80%ED%B1%96%ED%AF%80%ED%B1%8C%ED%AF%80%ED%B1%91%ED%AF%80%ED%B1%88%ED%AF%80%ED%B1%96%ED%AF%80%ED%B1%96


MILEAGE REIMBURSEMENT FORM
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AFFIRMATION ON THE USE OF FEDERAL FUNDS
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