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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 
(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 

   

 

 

3 



THE PURPOSE OF TITLE II UNDER ESSA 

What is meant by “high-quality professional development”? 
Every Student Succeeds Act’s (ESSA)  predecessor, the No Child Left Behind Act, described 
professional development for teachers in very general terms. Under NCLB, professional 
development was defined as activities that improve teachers’ knowledge in the subjects they 
teach, allowing them to become highly qualified, and advance their understanding of instructional 
strategies. ESSA updates and focuses the definition as: “sustained (not stand-alone, 1-day, or 
short term workshops), intensive, collaborative, job-embedded, data-driven, and 
classroom-focused.”  (§ 1177-8002) 

Simply stated, professional development should be an ongoing process that is seamlessly woven 
into a teacher’s experience throughout the year - not just a series of “sit and get” workshops. 
ESSA eliminates NCLB’s definition of “core academic subjects”, thus expanding the allowable use 
of Title II funds for professional development to include teachers of every subject as well as other 
school staff. It also recognizes that educators learn best when they can collaborate and 
immediately apply what they learn by explicitly requiring ongoing, job-embedded activities that 
improve instruction. 

As with any activity that the district carries out for public school teachers, activities supported with 
Title II, Part A funds must meet the requirements of the statute and be supplemental. For 
example, activities to be carried out for nonpublic school personnel must address a need for the 
most at risk students identified in the needs assessment and  based on a review of scientifically 
based research to improve student academic achievement.  It may include: 

● Improving the knowledge of teachers, principals, and other educational personnel in one 
or more of the core academic subjects and in effective instructional teaching strategies, 
methods and skills; 

● Training in effectively integrating technology into curricula and instruction; 
● Training in how to teach students with different needs, including students with disabilities 

or limited English proficiency, and gifted and talented students; 
● Training in methods of improving student behavior, identifying early and appropriate 

interventions, and involving parents more effectively in their children’s education and 
● Training in the use of data and assessments to improve instruction and student outcomes. 

To the extent that a teacher's attendance at a conference sponsored or conducted by a 
faith-based organization is part of a sustained and comprehensive secular professional 
development plan, Title II, Part A funds may be used to pay for the portion of the costs of the 
conference that, as determined by the district, represent the secular professional development in 
which the teacher participated. 
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THE PURPOSE OF TITLE IV, PART A UNDER ESSA 

President Obama signed the Every Student Succeeds Act (ESSA) into law in December 2015, 
which reauthorized the Elementary and Secondary Education Act of 1965 (ESEA). ESSA reflects 
the civil rights tradition of ESEA, which reflects our nation’s longstanding commitment to equity of 
opportunity for all students. The new law has a clear goal of ensuring that our education system 
prepares every child to graduate from high school ready to thrive in college and careers. As we 
work to improve education outcomes for students the ultimate goal is to provide all students-- 
regardless of zip code, family income, citizenship status, language, race, religion, gender, sexual 
orientation, or disability-- with a high-quality education. 

Newly authorized under subpart 1 of Title IV, Part A of ESEA, the Student Support and Academic 
Enrichment (SSAE) program is intended to help meet the goals by increasing capacity. Title IV, 
Part A, provides support for three broad areas: 

1. Providing students with a well-rounded education, including but not limited to 
professional development, innovative instructional structures, and development of 
educational experiences. 

2. Supporting safe and healthy students--including but not limited to school mental health 
services, drug and violence prevention, and health and physical education. 

3. Supporting the effective use of technology for personalized learning opportunities. 

Well-Rounded Education 
Well-rounded educational opportunities includes 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 
Support for Safe and healthy students includes: 

● Health education; 
● Physical education; 
● Drug and violence prevention; 
● School-based mental health services; 
● Preventing bullying and harassment; 
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● School counseling; 
● Dropout and reentry programs including transition services for justice-involved youth; 
● School wide positive behavioral interventions and supports; 
● Restorative Practices or 
● Programs implementing Erin’s Law. (https://education.mn.gov/MDE/dse/safe/) 

Technology 
Technology enhancement to improve academic achievement and digital literacy of all students 
which may include: 

● Professional development in the use of technology in STEM subjects (including computer 
science) 

● Providing school personnel with professional learning tools 
● Building technological capacity and infrastructure, or 
● Delivering specialized or rigorous academic courses and curricula using technology, 

including digital learning technologies 
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BUDGETING & REVISIONS 

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 Title II 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 the following questions: 

● How does the agenda/scope of service support the goals of the school’s Title II/Title IV 
plan? 

● Is the total cost funded by Title II/Title IV or are other funds being used as well? 
● Could equitable training/service be provided for less cost? 
● What is the plan for sustainability/future costs to support the event/service? 
● Does the event/service align with the needs identified in the school’s Title II/Title IV Plan? 
● How will the effectiveness of the event/service be determined? 
● Is the selected delivery model the most effective for the targeted audience? 
● Who will be participating in/attending the event/service? 
● What knowledge and/or skills are the participants expected to demonstrate as a result of 

participating in the professional learning? 
● What is the research base for this professional learning? 
● Will the location and number of participants create a negative impression during 

challenging economic times? 

Allocations 
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 allocations are determined as part of the district’s budgeting process. Allocations 
are given to nonpublic schools based upon the number of verified students the nonpublic school 
reports to MDE on the Nonpublic Fall Report.  

 

 

 

7 



Budgeting 
Nonpublic schools must follow the established procedures for budgeting funds.. Budgets may be 
adjusted by SPPS, if the deficiencies are noted in an object code. As part of the Title II/Title IV 
process, the nonpublic school principal or their designee submits a Title II/Title IV budget that is 
in alignment with the Title II/Title IV Needs Assessment and Plan submitted by each school. The 
plan provides the district with the academic needs of the school’s student population and the 
proposed ways in which the school (based on research) plans to address those student needs 
using the Title funds..  

 

Budget Revisions 
Nonpublic schools will be asked to revise budgets at least twice during the school year. The first 
budget revision usually takes place at the beginning of a new school year (October to 
November);  the second revision usually takes place sometime after the first of the year (February 
to March). This second revision is the final budget revision for the school year, so plan carefully. 
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.  

If a school runs out of funds in a particular object code or 
does not have funds available, the expense will not be 
processed. It is a good idea to refer to your most recent 
financial activity report before sending in a request for 
processing.  
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PURCHASING 

Factors Affecting Purchasing 
§ 200.407 Prior Approval (Prior Approval) 

In consultation with the nonpublic school, the district will determine the necessity, 
reasonableness and allocability of expenditure of federal funds. In addition, some costs (such as 
costs for “out-of-state travel”) must first be given prior approval from MDE. The approved use of 
Title II and Title IV funds is determined based on the written plan (approved by the district), 
approval of MDE (in some cases), and by the district administrator overseeing the program.  

§ 200.403 Factors Affecting Allowability of Costs.  

Except where otherwise authorized by statute, costs must meet the following general criteria to 
be allowable under Federal awards: 

● Be necessary and reasonable for the performance of the Federal award 
● Be allocable thereto under these principles 

§200.404 Reasonable Costs.  

A cost is reasonable if, in its nature and amount, it does not exceed that which would be incurred 
by a prudent person at the time the decision was made to incur the cost. In determining 
reasonableness of a given cost(s), consideration must be given to: 

● Whether the cost is of a type generally recognized as ordinary and necessary for the 
operation of the district/program  or the proper and efficient performance of the Federal 
entity. 

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 Title II/Title IV plan). 

● The expenditure must be reasonable; the cost 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 relative benefits received.  
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Stipends for Professional Development 
Object Code: 6185 

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

Stipends are paid to educational staff for curriculum writing or workshop attendance done 
outside of the school day. Both curriculum writing and workshop attendance should have as their 
focus the increased academic achievement of all students, but especially those who are 
minorities and/or most at risk of not meeting state standards. 

Procedure: Workshops or Conferences 

● Be sure that the workshop is aligned with the goals and addresses an identified need  in 
the Title II/ Title IV Plan. The focus is on increasing students’ academic achievement.  

● Workshops cannot be stand alone and must be shown to be a part of the schools 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.  

● Include the workshop agenda that clearly shows the times of the sessions.   

● 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 
needs 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 
workshop to ensure payment in a timely manner.  

● Once approval is given, the staff will attend the workshop, collecting a certificate of 
attendance from the presenter.   

● Send in the certificate of attendance along with a completed Supplemental Pay Form to 
Nancy DuBois in the Office of Title I Federal Programs.  

● The pay rate  is $23.65 per hour.  
● Stipends are not paid for breaks or lunches.   
● Stipends are not paid for time that would be part of the duty day.   
● Stipends can take up to 4-6 weeks for payment once all paperwork has been submitted.    
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Curriculum Writing 
Object Code: 6185 

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

Curriculum writing is an approved expense if: 

● It is necessary and reasonable for the increased academic performance of students.  
● It is necessary to the overall function of the school operation in meeting the academic 

needs of all students, but especially those students most at risk of not meeting state 
standards.  

● It meets an identified need in the Title II/Title IV Plan submitted by the school.  

Procedure Curriculum Writing: 

● Send in the completed Title II/Title IV Order Form(s) 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 project.   

● Check if staff has an active Saint Paul Public Schools employee number with the Office of 
Title I Federal Programs.  If  staff needs 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 should 
complete the process prior to curriculum writing to ensure payment in a timely manner.  

● Once approval is given, 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.   

● 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 along with the completed Supplemental Pay Form 
signed by the teacher. The maximum amount of stipend hours for a single activity is 40 
hours.  

● The rate of pay is $23.65 per hour.  
● All stipends can take up to 4-6 weeks for payment once all paperwork has been 

submitted.  

 

Any staff requesting a stipend must have an active Saint Paul Public 
Schools employee number in order to receive a stipend.  
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Examples of Appropriate Use of Funds for Curriculum Writing 
As with any activity that the district carries out for public school educators, activities supported 
with Title II/Title IV funds that benefit nonpublic educators must meet the requirements of that 
statute.  

Activities carried out for nonpublic school personnel must meet the requirements of the statute 
and be supplemental. It must address a need identified in the needs assessment and  based on a 
review of scientifically based research to improve student academic achievement.  

When requesting the use of Title II/Title IV funds for curriculum writing, the nonpublic building 
administrator should consider the following: 

● What educational needs of the student does this activity address? 
● Which students will benefit when the project is completed and how will this be evaluated? 
● What are the specific requirements for the project? 
● How long will the curriculum writing take? Write the beginning and end dates on your 

stipend request.  

In the request for approval, the building administrator should include all of the pertinent 
information addressing the questions above at a minimum, in addition to the subject/content area 
being addressed.  

After the curriculum writing is complete, the building administrator will submit the required, 
completed documents listed under procedures for payment.  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.  

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 
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Consultants, Contracts, Fees for Service 
Object Codes:  6303 (up to $25,000), 6304 (over $25,000) 

Pre-approval is required, regardless of the amount.  

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? 

You must submit at least two quotes/price comparisons (your preferred consultant/contractor 
plus one other) and a rationale for consideration of this consultant /contractor over someone 
else with your request. For costs over $25,000 formal quotes or possibly a Request For 
Proposals (RFP) may be required.  

Under Uniform Grant Guidance (UGG) 200.23 a contractor is an entity that receives a contract as 
defined in section 200.22.  

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 

District contracting and procurement procedures must be followed at all times.  

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. Send any information you receive to Nancy DuBois, who will submit information for the 
contract to be drafted.  No service may begin until a signed contract is in place.  

Invoices must be detailed and provide descriptions directly related to the terms of the contract, 
and must include the specific dates when services were provided. Payments will be made as 
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services are performed and when work is completed to the satisfaction of the terms of the 
contract. All invoices must be made out to Saint Paul Public Schools.  

It is the school’s responsibility to ensure that sign in sheets, evaluation of services and other 
documentation is sent to the Office of Title I Federal Programs in a timely manner for 
payment. Invoices should be submitted directly to the Office of Federal Programs. 

 
Contracting for services takes significant time to put into place. Be 

sure to begin the process early. Please allow a minimum of six weeks 
for a contract to be executed.  

 

 Procedure to be used for all service agreements and consulting arrangements (regardless of 
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.   

● 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.  This will 
determine  if that entity will  be paid as a consultant or as an employee.  

● Invoices must be billed to Saint Paul Public Schools and submitted to the Office of Title I 
Federal Programs for processing and payment.  A copy must also be sent to 
AP@SPPS.ORG 

● It is the school’s responsibility to provide all required documentation needed to pay the 
consultant/contractor. The required documentation includes sign in sheets and evaluation 
of professional development/services. Invoices should be submitted directly to the Office 
of Federal programs or SPPS accounts payable. Saint Paul Public Schools can not pay the 
consultant/contractor 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.   
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Professional Development - MN Conferences & Workshops- No Overnight Stay 

Object Code: 6366 

Pre-approval is required, regardless of cost.  

Definition: a conference is defined as a meeting, retreat, seminar, symposium, or 
workshop--including those whose primary purpose is the dissemination of technical information 
which is reasonable for the successful performance of the teacher making the request. 

If workshops or conferences are aligned to the schools’ Title II/ Title IV Plan and address a 
specific goal/strategy in the approved plan, Title II/Title IV funds may be used to cover the costs 
of attendance. All professional development must also satisfy the definition of professional 
development in the Every Student Succeeds Act.  

Workshops and conferences within Minnesota with no overnight stay should be coded to object 
code 6366. This will cover the cost of registration and mileage.  

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.  This may be information 
printed from website or brochure). 

● 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.  

● Building administrator signs Title II/Title IV Form.  
● Building administrator emails the Title II /Title IV Order Form, completed conference 

registration form, and workshop information to Nancy DuBois for pre-approval.  
● Once approved, the registration along with the payment will be sent to the vendor.  
● Submit any mileage approved and associated with your travel to the school district on a 

mileage form.   
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Using Federal Funds to Pay for Costs of Attending a Meeting or Conference 
Sponsored by ED or a Third Party 
May grantees use Federal grant funds to pay for the cost of attending a meeting or conference? 

If attending a meeting or conference is necessary to achieve the goals and objectives of the 
grant, and if the expenses are reasonable (based on grantee’s own policies and procedures, and 
state and local laws), Federal grant funds may be used to pay for travel expenses of grantee 
employees, consultants, or experts to attend a meeting or conference. To determine whether a 
meeting or conference is necessary, grantees should consider whether the goals and objectives 
of the grant can be achieved without the meeting or conference, and whether there is an equally 
effective and more efficient way (in terms of money) to achieve the goals and objectives of the 
grant. To determine whether the expenses are reasonable, grantees should consider how the 
costs (e.g. lodging, travel, registration fees) compare with other similar events, and whether the 
public would view the expenses as a worthwhile use of Federal funds.  

What should a grantee consider when planning to use Federal grant funds for attending a 
meeting or a conference? 

Among other considerations, a grantee should consider how many people should attend a 
conference on its behalf. The number of attendees should be reasonable and necessary to 
accomplish the goals and objectives of the grant. The grantee should also determine when it is 
necessary to attend the entire meeting or conference, or whether attending only a portion of the 
meeting or conference is reasonable and necessary.  

What travel expenses may be paid for with Federal funds? 

Grantees may use Federal grant funds for travel expenses. Federal funds may be used to pay 
expenses for transportation, per diem and lodging, if the costs are reasonable and necessary. 
Grantees should follow their own district travel and per diem rules and costs when charging 
expenses to their Federal grant.  

May Federal funds be used to pay for entertainment? 

Federal funds may not be used to pay for entertainment, which includes costs for amusement, 
diversion and social activities.  
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Travel & Professional Development - Conferences & Workshops Sponsored by a 
Religious Organization 
Object Code: 6366 

Pre-approval is required, regardless of cost.  

Definition: a conference is defined as a meeting, retreat, seminar, symposium, workshop--even 
those whose primary purpose is the dissemination of technical information which  is reasonable 
for the successful performance of the staff making the request.  

If workshops or conferences are aligned and address a specific goal/strategy  from the Title 
II/Title IV Plan, Title II / Title IV funds may be used to cover the costs of attendance if the 
professional development also satisfies the definition of professional development in the Every 
Student Succeeds Act.  

Title II / Title IV will only pay for a portion of that conference that is secular, neutral and 
non-ideological in nature. This means that the funds may not be used to pay for programs 
designed to support religious instruction, or used in any manner intended to advance or inhibit 
religion or particular political views. It may be that Title II/Title IV would pay for the allowable part 
of the cost, leaving the school or individual responsible for any cost not covered by 
Title II/Title IV.  

Workshops and conferences within Minnesota with no overnight stay should be coded to object 
code 6366. This may cover the cost of registration and mileage.  

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. This may be information 
printed from website or brochure).   

● 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 signs Title II/Title IV 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 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 secular, neutral and non-ideological in nature. 
Once pre-approval is given, staff may register for the workshop and pay the registration 
fee.  
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● After the workshop, staff  will submit proof of payment and completion of the workshop 
for reimbursement.  Staff  will be reimbursed only for the portion of the conference that is 
secular, neutral, and non-ideological.   

● If travel was required, the school will be invoiced for the percentage of the travel costs 
based on the percentage of the conference that was not secular, neutral, and 
non-ideological.   

● After all required documentation has been received, the paperwork will be processed for 
reimbursement. A check will be mailed to the home address listed on the Title II/Title IV 
Order Form.  
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Overnight Travel (in Minnesota) 
Object Code: 6366 

Pre-approval is required, regardless of cost. 

Definition: a conference is defined as a meeting, retreat, seminar, symposium, workshop--even 
those whose primary purpose is the dissemination of technical information which is reasonable 
for the successful performance of the teacher making the request.  

Please check the travel procedures posted on the Business Office website to ensure you are 
following the most recent requirements of the district. All travel requests must be submitted at 
least 50 days prior to the Office of Title I Federal Programs to allow time for requests to be 
entered into the system to meet the Saint Paul Public School District time parameter of 45 days 
prior to the conference.  

If workshops or conferences are aligned and address a specific goal/strategy  from the Title 
II/Title IV Plan, Title II / Title IV funds may be used to cover the costs of attendance if the 
professional development also satisfies the definition of professional development in the Every 
Student Succeeds Act.  

Workshops and conferences within Minnesota with an overnight stay should be coded to Object 
Code 6366. You must receive a travel authorization number prior to travel. We ask that you be 
reasonable in your request to stay overnight. Do not register for the conference or seminar or 
make hotel reservations prior to receiving your travel authorization number.  

Procedure: 

● Complete the Title II /Title IV Order Form  itemizing all the costs (registration, 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.) 

● Complete a Travel Authorization Request. It must be signed and dated by the person 
attending the conference. The Travel Authorization Request must be submitted at least 
50 days prior to the event.   

● Building administrator signs forms and emails forms and required information to the Office 
of Title I Federal Programs, Nancy DuBois, for approval.  

● Once approved by the Office of Title I Federal Programs,  the request will be entered into 
the districts’  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.   Be sure to read the 
instructions in the email carefully and follow all instructions as given.  

● Once the travel authorization number  email is received, follow all directions in the email 
to book the hotel and flight.  
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● Upon returning from your travel, be sure to complete the District Travel Expense record 
that was attached in the email from the Travel Clerk, and send it to Saint Paul Public 
Schools Business Office within 15 business days of your return.   

● Be sure that you tape each original receipt on an 8.5 x 11 inch piece of paper. Multiple 
receipts on multiple pieces of paper will severely delay the payment process or be 
returned to you for correction. You will only get reimbursed for the items that have an 
attached original receipt.  

● Reimbursements must be itemized with original receipts.  
● You must submit the expense records, even if everything is paid for prior to travel.  

Questions about travel? 

Email: travel@spps.org 

Web: https://www.spps.org/Page/31195 
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Out of State Travel 
Object Code: 6368 

Pre-approval is required, regardless of cost.  

Definition: a conference is defined as a meeting, retreat, seminar, symposium, workshop--even 
those whose primary purpose is the dissemination of technical information which is reasonable 
for the successful performance of the teacher making the request.  

Please check the travel procedures posted on the Business Office website to ensure you are 
following the most recent requirements of the district. All travel requests must be submitted at 
least 50 days prior to the Office of Title I Federal Programs to allow time for requests to be 
entered into the system to meet the Saint Paul Public School District time parameter of 45 days 
prior to the conference.  

If workshops and conferences fit into a school’s professional development plan, Title II/Title IV 
funds may be used to cover the costs associated with the travel. These would be: 

● 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 for its own educational staff 

All professional development activities must address a need identified in the comprehensive 
needs assessment/plan related to increasing the academic achievement of students, and must 
satisfy the definition of professional development.  

Conferences outside of Minnesota should be coded to Object Code 6368.  A travel authorization 
number must be received prior to travel.  Do not register for the conference or make hotel or 
transportation reservations prior to receiving your travel authorization number.  

Procedure: 

● Complete the Title II/Title IV Order Form and itemize all the costs at least two months (50 
days minimum) in advance of the activity.   

● Include any supporting documentation such as conference information (schedule which 
includes dates and times), completed registration form, hotel information, proof of 
mileage, flight cost, etc.  

● Complete a District Travel Authorization Request. 
● Building administration signs all forms.   
● Send signed forms and supporting documentation to Nancy DuBois for approval and 

processing.  
● Once approved, the request will be forwarded to the Program Assistant at the Office of 

Federal Programs for processing, payment and registration completion. Please let us 
know in advance if the registration must be done online or if you will pay the registration 
and seek reimbursement after the conference.  
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● Upon obtaining all district approval signatures, the travel clerk will assign a travel 
authorization number and email the number with travel directions to the email address on 
the Travel Authorization Form.  Be sure to read the instructions in the email carefully 
and follow all instructions as given.  

● Once the travel authorization number email is received, follow the directions to book 
hotels and flights.   

● After returning from your travel, be sure to complete the District Travel Expense record 
and send it to Saint Paul Public Schools Business Office within 15 business days of 
your return.  

● Be sure that you tape each original receipt on an 8.5 x 11 inch piece of paper. Multiple 
receipts on multiple pieces of paper will severely delay the payment process or be 
returned to you for correction. You will only get reimbursed for the items that have an 
attached original receipt.  

● Reimbursements must be itemized with original receipts.  
● You must submit the expense records, even if everything is paid for.  
● All travel itineraries must be attached (flight, hotel, even if they are pre-paid).  

Records that are unorganized or incomplete will be returned.  

 

Questions about travel? 

Email: travel@spps.org 

Web: https://www.spps.org/Page/31195 
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Tuition Reimbursement 
Object Code: 6389 

Pre-approval is required, regardless of cost.  

Costs of goods or services for personal use by the non-Federal entity’s employee are 
unallowable (§ 200.445).  

There are times when it is appropriate to support the advanced education of a staff member. Title 
II funds may be used to pay for tuition, books, or other items related to obtaining an advanced 
education/degree when this occurs. Title II will not pay for parking, fees, etc.  

Any advanced coursework should positively impact classroom practices, lead to increased 
student achievement, and be aligned to the school’s Title II Plan. Approval of additional classes 
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 Order Form along with the coursework description and the 
completed Title II Checklist for Course Request form for approval to the Office of Title I 
Federal Programs.  

● Once approval is obtained, the participant may register for the class(es).  
● Reimbursement procedure: 

○ 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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Professional Development Materials (non-instructional materials) 
Object Code: 6389 

Pre-approval is required, regardless of cost.  

All orders must be submitted in full to the Office of Title I Federal Programs for approval and the 
placement of the order. Schools are not to place any orders when using Title II / Title IV funds.  

Costs of goods or services for personal use by the non-Federal entity’s employee are 
unallowable (§ 200.445).  

Non-instructional materials are used to support the professional development endeavors of the 
staff. Non-instructional materials purchased with Title II /Title IV funds are the property of Saint 
Paul Public Schools and are clearly marked and accessible to all staff. Materials cannot supplant 
what the school should be providing.  

Materials purchased with Title II / Title IV funds should be “necessary” and “reasonable”.  This 
standard is difficult to define and requires taking the perspective of someone from outside your 
building. Consider whether or not the purchase would stand the scrutiny of an “I-Team” report.  

All materials purchased with Title II/Title IV funds will be delivered to the Office of Title I Federal 
Programs for labeling. Once labeled, the materials will  be delivered to your school, or you may 
pick them up. Anything that is ordered on your own is your responsibility to pay for.  

Procedure: 

● Decide what will be ordered based on the goals/strategies in the approved Title II/Title IV 
Plan.  

● Complete and submit the Title II/Title IV Order Form and be sure to include all vendor 
information, quantity, ISBN numbers, item prices, totals and shipping costs. Document the 
need and 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.  
● If the order is approved, the Program Assistant will place and receive the order. Once the 

order has arrived, it will be labeled and you will be contacted.   
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Budget Code Reference for Nonpublic Schools 

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-0000 
ESSER Technology: 29-XXX-630-151-XXXX-0000 
ESSER PPE: 29-XXX-810-151-XXXX-0000 
ESSER Cleaning: 29-XXX-812-151-XXXX-0000 
GEER Educational: 29-XXX-610-153-XXXX-0000 
GEER Technology: 29-XXX-630-153-XXXX-0000 
GEER PPE: 29-XXX-810-153-XXXX-0000 
GEER Cleaning: 29-XXX-812-153-XXXX-0000 
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 

 
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. 

 

 

26 

mailto:consuelo.urbina@spps.org


● 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. 
Procedure for 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 
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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. 

 
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 steps 
below must 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: 
○ notify the petitioner of the receipt of the complaint.  
○ meet with the individual(s) raising the question to determine if a violation of the 

law or regulations has occurred.  
○ 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, a 

written request to the District Program Administrator should be submitted, citing the 
statutory or regulatory violation(s) and requesting 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 themselves, 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 in question.  

●  If the issue is still not resolved to the petitioner’s satisfaction, they have the right to 
contact the U.S. Department of Education for further clarification and resolution.  
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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 

Sarah Schmidt de Carranza- Supervisor, 
MLL/Title III 
sarah.schmidt@spps.org 
651-744-3854 

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

Darren Ginther - Director, Office of College and 
Career Readiness (Counseling Services) 
darren.ginther@spps.org 
651-242-7596 

Mary Langworthy - Supervisor, Student Health 
and Wellness 
mary.langworthy@spps.org 
651-767-8380 
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FORMS 
Digital copies of all included forms may be found on the SPPS Office of Federal Programs 
website. https://www.spps.org/Page/23723 
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ESEA TITLE II PROGRAM  FORM 2020-2021 

   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. 

 Attach to this document copies of the required documentation (see Financial Guidelines for 
Nonpublic Schools: Title II & !V for specific documentation needed) 

 

_____________  Date(s) of the Professional Development Activity 

_____________  Number of  Staff involved 

 

Check the purpose of PD under ESSA: 

  Increase student achievement consistent with State academic standards 

  Improve the quality & effectiveness of teachers, principals, & other school leaders 

  Increase the number of teachers, principals & other school leaders who are effective in 

improving student academic achievement in schools 

  Provide low income & minority students greater access to effective teachers, principals, & 

other school leaders 

  Provide training that is intensive, collaborative, job-imbedded, data driven & classroom 

focused 

  Provide educators with the knowledge & skills necessary to enable students to succeed 

Describe how this professional development activity addresses the needs of students & staff 
as described in your school’s approved Title II Needs Assessment & Plan. 
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Travel Authorization Request 
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Mileage Reimbursement Request Form 
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Supplemental Pay Title IV PD 
 

Supplemental Pay Title IV Curriculum 
 

Curriculum Guidelines 
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. 
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Principal signature: _______________________________________  Date: ____________ 

 

 

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 

 

 

 

43 



Principal signature: _______________________________________  Date: ____________ 

 

Title II A Checklist for Course Requests 
 

Teacher/Administrator Name   

Position at School/Courses 
Taught 

 

Identified Need Tied to Request 
and Position 

 

Name of Course   

Number of Credits   

Date/Time of Course   

Cost per Credit/Total Cost   

 

Be sure to include the following items: 

● Completed Title II A Order Form with signature of authorized official. 
● Course description. 
● Degree plan. Applicable when multiple courses will be requested in pursuit of higher 

degree or licensure. 
● Fees not included in the request, unless part of a course. 
● Invoice from school for course. 

 

Important 

Please make sure you submit your request to your authorized official with sufficient time to 
ensure SPPS approval occurs prior to registration. Under no circumstances will a request be 
approved if the course has begun prior to SPPS approval. SPPS has an obligation to deny 
requests deemed not to be appropriate for Title II purposes and must retain control over program 
funds at all times. Lack of pre-approval violates both of these federally-mandated responsibilities. 
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Title II & IV New Hire Paperwork 
Due to its size and extraneous information, the complete packet of new hire paperwork can be 
found on the SPPS Office of Title I Federal Programs’ website. 

https://www.spps.org/Page/23723 

Please contact the Office of Title I Federal Programs if you are unable to access the document at 
the link provided. 
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Affirmation on the Use of Federal Funds 
[PUT ON SCHOOL LETTERHEAD] 

 

 

Affirmation of Nonpublic School for Use of Federal Funds 
 

I, _____________________________________________, understand that I am asking that 
Federal funds (Title II/Title IV) be used to pay for my participation at (Name of conference) 
____________________________. I further understand that and agree that because federal 
funds are paying for this Professional Development opportunity, I will not participate in religious 
activities/events/etc. During the day. 

 

 

Signature: ____________________________________________  Date: ___________ 

School: ______________________________________________   
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OTHER INFORMATION 

Nonpublic Consultation Meeting Schedule 
 

Meeting Date  Meeting Time  Location 

September 17, 2020  9:00 - 11:30 AM  360 Colborne, Rooms J & K 

November 12, 2020   9:00 - 11:00 AM  360 Colborne, Rooms J & K 

January 21, 2021  9:00 - 11:00 AM  360 Colborne, Rooms J & K 

March 11, 2021  9:00 - 11:00 AM  360 Colborne, Room J 

May 20, 2021  9:00 - 11:30 AM  360 Colborne, Rooms J & K 
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SPPS School Calendar 
 

September 8  First Day of School 

October 15-16  No School: Teacher professional development 

October 30  No School: Conference preparation 

November 19-20  No School: Parent-teacher conferences 

November 26-27  No School: Holiday 

December 23-31  No School: Winter Break 

January 1-3  No School: Winter Break 

January 4  Classes resume 

January 18  No School: Holiday 

January 29  No School: Teacher professional development 

February 15  No School: Holiday 

March 5  No School: Conference preparation/teacher professional development 

March 25-26  No School: Parent-teacher conferences 

April 2  No School: Teacher professional development 

April 5-9  No School: Spring Break 

April 12  Classes resume 

May 31  No School: Holiday 

June 11  Last Day of School 
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2019-20 SPPS Payroll Dates 
 

Date Pay Period Starts  
(Week 1) 

Date Pay Period Ends  
(Week 2) 

6/20/20  7/3/20 

7/4/20  7/17/20 

7/18/20  7/31/20 

8/1/20  8/14/20 

8/15/20  8/28/20 

8/29/20  9/11/20 

9/12/20  9/25/20 

9/26/20  10/09/20 

10/10/20  10/23/20 

10/24/20  11/06/20 

11/7/20  11/20/20 

11/21/20  12/4/20 

12/5/20  12/18/20 

12/19/20  1/1/21 

1/2/21  1/15/21 

1/16/21  1/29/21 

1/30/21  2/12/21 

2/13/21  2/26/21 

2/27/21  3/12/21 

3/13/21  3/26/20 

3/27/21  4/9/21 

4/10/21  4/23/21 
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4/24/21  5/7/21 

5/8/21  5/21/21 

5/22/21  6/4/21 

6/5/21  6/18/21 

6/19/21  7/2/21 
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