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This will provide procedures for the various codes under Title II.  Hopefully, 
through the use of this handbook the processing of orders will occur sooner rather 
than later. 

 
 
 
 

Question: Are there circumstances in which Federal funds 
would/could be used to reimburse the school or other religious 

organizations? 
 
 

Answer: There are  no circumstances or scenarios in which 
Federal Funds would/could be used to reimburse the school or 

other religious organizations. 
 
 

Question: Can a teacher or school ask for pre-approval after the 
event has taken place and get reimbursed? 

 
 

Answer: The term pre-approval signifies that approval will be 
sought before the event takes place. Asking after an event has 

taken place does not align to this term! 
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Saint Paul Public Schools 

2014-2015 
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What is meant by “high-quality professional development”? 
 
 
 
 

The term “high-quality professional development” means professional development that meets 
the criteria contained in the definition of professional development in Title IX, Section 9101(34) 
of ESEA. Professional development includes, but is not limited to, activities that: 

 

 
 
 

• Improve and increase teachers’ knowledge of academic subjects and enable teachers to 
become highly qualified; 

 
• Are an integral part of broad schoolwide and districtwide educational improvement 

plans; 
 

• Give teachers and principals the knowledge and skills to help students meet challenging 
State academic standards; 

 
• Improve classroom management skills; 

 
• Are sustained, intensive, and classroom-focused and are not one-day or short-term 

workshops; 
 

• Advance teacher understanding of effective instruction strategies that are based on 
scientifically based research; and 

 

• Are developed with extensive participation of teachers, principals, parents, and 
administrators. 

 
 
 
 
 
 

Providing professional development activities that improve the knowledge of teachers and 
principals and, in appropriate cases, paraprofessionals, in: 

 
 
 

a.    Content knowledge. Providing training in one or more of the core academic 
subjects that the teachers teach; and 

 
 
 
 

b.   Classroom practices. Providing training to improve teaching practices and student 
academic achievement through (a) effective instructional strategies, methods, and 
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skills, and (b) the use of challenging State academic content standards and student 
academic achievement standards in preparing students for the State assessments. 

 

 
 
 

4.   Providing professional development activities that improve the knowledge of teachers and 
principals and, in appropriate cases, paraprofessionals, regarding effective instructional 
practices that: 

 

 
 
 

a.    Involve collaborative groups of teachers and administrators; 
 
 
 
 

b.   Address the needs of students with different learning styles, particularly students 
with disabilities, students with special needs (including students who are gifted and 
talented), and students with limited English proficiency; 

 

 
 
 

c. Provide training in improving student behavior in the classroom and identifying 
early and appropriate interventions to help students with special needs; 

 

 
 
 

d.   Provide training to enable teachers and principals to involve parents in their 
children’s education, especially parents of limited English proficient and immigrant 
children; and 

 

 
 
 

e.   Provide training on how to use data and assessments to improve classroom practice 
and student learning. 

 

 
 
 

5.   Developing and implementing initiatives to promote retention of highly qualified teachers 
and principals, particularly in schools with a high percentage of low-achieving students, 
including programs that provide teacher mentoring from exemplary teachers and 
administrators, induction, and support for new teachers and principals during their first 
three years; and financial incentives to retain teachers and principals with a record of 
helping students to achieve academic success. 
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6.   Carrying out programs and activities that are designed to improve the quality of the 
teaching force, such as innovative professional development programs that focus on 
technology literacy, tenure reform, testing teachers in the academic subject in which 
teachers teach, and merit pay programs. 

 

 
 
 

7.   Carrying out professional development programs that are designed to improve the quality of 
principals and superintendents, including the development and support of academies to 
help them become outstanding managers and educational leaders. 

 
 
 
 

8.   Hiring highly qualified teachers, including teachers who become highly qualified through 
State and local alternate routes to certification, and special education teachers, in order to 
reduce class size, particularly in the early grades. 

 

 
 
 

9.   Carrying out teacher advancement initiatives that promote professional growth and 
emphasize multiple career paths (such as paths to becoming a mentor teacher, career 
teacher, or exemplary teacher) and pay differentiation. 

 
 
 
 

CORE ACADEMIC SUBJECTS: The term “core academic subjects means English, reading or language 
arts, mathematics, science, foreign languages, civics and government, economics, arts, history, and 
geography [Section 9101(11)]. 
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Budgeting and Revisions 
 

 
 
Allocations 

 
Saint Paul Public Schools receives Title II funding from the U.S. Department of 
Education through the Minnesota Department of Education. The funding is allocated 
to SPPS based upon a formula stipulated in NCLB tied to the district’s census 
poverty count. 

 
Title II allocations are given to schools as part of the district’s budgeting process. 
Allocations are given to non-public schools based upon the number of students the 
non-public schools reports to the Minnesota Department of Education on the Non- 
Public Fall Report (ED-00027-39). This report is submitted in the Fall of each school 
year by the non-public schools. The amount of funding schools receive varies year 
to year based upon the amount of funding allocated to the district. 

 
As the district’s allocation is adjusted for carryover or reallocation from the state, 
school allocations may be adjusted mid-year. 

 

 
 
 
Budgeting 

 
Non public schools are required to follow the established Title II procedures for 
budgeting Title II funds in the spring budget cycle. Budgets may be adjusted by the 
Office of Federal Programs if deficiencies are noted in an object code. As part of the 
Title II process the non public school principal submits a Title II budget that is in 
alignment with the plan, which is based on the academic needs of students, and 
professional development activities that will provide staff with the skills needed to 
address those needs. 

 

 
 
 
Budget Revisions 

 
Non-public schools will be asked to revise budgets at least twice during the school 
year, in the fall and winter. Fall budget revisions will be requested before Winter 
break. 

 
The winter/spring budget revision will be the final opportunity for schools to revise 
their Title budgets. Budget changes are usually made in February but can be 
opened later. After this revision no additional changes/ revisions will be allowed. 
SPPS no longer has any flexibility to shift funds across object codes due to the new 
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systems implemented by the Minnesota Department of Education. Therefore, funds 
will no longer be able to be shifted between codes after the final revision. 

 
 
 
If a school runs out of funds in a particular object code or does not have 
funds available, the expense is not allowable. 

 
 
 
 
Please ensure that your school has funds in the proper Object Codes to cover 
expenses through the end of the year. 

 

 
 
 
Form: Title II Budget Worksheet 

 
Title II Plan 

 
Monthly SAM Report 

 

 
 
 
 
 
 
 
 
 
 

Any request for Title II funds must 
be aligned to plan submitted and 
submitted on a completed Title II 
Order form signed by the 
principal or their designee along 
with any additional needed 
documentation (brochure etc.). 
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Stipends 
 
 
 
 
Object Code: 6185 

 
 
 
 
Authorization: Pre-approval required 

(regardless of amount) 
 
Stipends are paid to core subject teachers for curriculum writing or workshop 
attendance done outside of the school day.  Both curriculum writing and workshop 
attendance should have as its focus, the increased academic achievement of 
students. The term “core academic subjects means English, reading or 
language arts, mathematics, science, foreign languages, civics and 
government, economics, arts, history and geography [ Section 910 (11)]. 

 
6185 - Teachers must have a Saint Paul Public School employee number in 
order to receive a stipend. Employee numbers are good for six months. 

 
Procedure: Workshop 

 
1. Send in completed Title II Order Form with request to pay a stipend to the 

teacher for attending the workshop to Lynn Moore at the Office of Federal 
Programs. 

 
1. Be sure that your teacher has an active Saint Paul Public Schools Employee 

number. If they don’t they’ll need to complete the New Hire paperwork and 
send in to Lynn to obtain one.  Teachers cannot be paid if their employee 
number is inactive or doesn’t exist. 

 
2. Once approval is given, the teacher can attend work shop with the 

expectation of getting a stipend. All participants must get a certificate of 
attendance. 

 
3. Send certificate of attendance along with completed pay form signed by 

principal and teacher to Lynn Moore. 
 

4. Pay Rate for this is $23.65 per hour. 
 

5. Stipends are not paid for breaks or lunch 
 

 
 

Forms: Title II Order form 
Workshop stipend form 
See “Forms” section at www.title1.spps.org 

http://www.title1.spps.org/
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Procedure: Curriculum Writing 

 
1. Send in the completed Title II Order Form with information about curriculum 

to be written to Lynn Moore at the Office of Federal Programs. 
 

2. Once approval is given, write the curriculum. 
 

3. Send a copy of curriculum  log sheet and Curriculum Guidelines signed by 
principal to the Office of Federal Programs along with the pay form signed by 
principal and teacher to Lynn Moore 

 

 
4. Pay Rate for this is currently 23.65 per hour. 

 
Forms: Title II Order Form 

 
See “Forms” section at www.title1.spps.org 

 
Curriculum Writing Pay Form signed by teacher and principal 

 
Signed Curriculum log signed by principal 

 
Signed Curriculum Guidelines 

http://www.title1.spps.org/
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Examples of Appropriate Uses of Object code 6185- Curriculum Writing 
 

 
 
As with any activity that the LEA carries out for public school teachers, activities 
supported with Title II, Part A funds that benefit private school teachers must meet 
the requirements of the statue. 

 
Activities carried out for private school personnel must be based on a review of 
scientifically based research and must be expected to improve student academic 
achievement. 

 
When requesting the use of TIIA funds for curriculum writing, the non-public 
principal should consider the following: 

 
1. How long will the curriculum writing take? (Beginning and end 

date) 
2. What student need or professional development need will be met? 

Which students will benefit when the project is completed? 
3. What are the specific requirements for the project? 

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

 
After the curriculum writing is complete, the principal may submit a request for the 
staff member(s) to be paid. Along with the log of hours documenting the 
curriculum writing tasks signed by the principal. The principal will also sign the 
curriculum guidelines form attesting that the curriculum developed meets at a 
minimum the following criteria: 

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

occurred 
 
Saint Paul Public Schools may periodically request copies of the curriculum 
developed using Title II funds. 
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Examples of “non-billable” activities for curriculum writing: 
 

• Cutting and pasting 
• Research – Computer or library 
• 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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Title II Curriculum Writing Log 
 

School    Teacher    Course   
 

Date Time Activity 
   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 
 

I affirm that the work was done to my satisfaction:     
 

Date:    Principal Signature 
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Curriculum Guidelines 

This must be completed by the teacher and signed by the school principal 

and submitted with 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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Consultants, Contracts, and Fees for Service 
 
 
 
 
Object Code: 6303 (up to $25,000)/6304 (over $25,000) 

 
 
 
 
Authorization: Pre-approval required 

(regardless of amount) 
 
Allow a minimum of 4 weeks to execute contract 

 
If outside consultants or service providers are necessary to address the needs of 
your students and staff, Title II funds may be used to secure the services, provided 
that the request is in line with the school’s professional development plan and 
meets the requirements of Title II of NCLB. Contracted services must also be 
deemed as necessary and reasonable. District contracting and procurement 
procedures must be followed at all times. 

 

 
 
 
In consulting situations of any significant 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 invoices can be submitted identifying the work 
completed. In some circumstances, a consultant might expect you to sign a 
contract or agreement drafted with their terms. (Do not do this!!) Send any 
information you receive to Lynn Moore, and she will draft the contract based on 
that information. The services cannot begin until a signed contract is in place. 

 
Invoices must be detailed and provide descriptions directly related to the terms of 
the contract. Invoices must include the specific dates when services were provided, 
not just a range of dates when the contractor performed intermittently. Payments 
will be made as services are performed and when work is completed satisfactorily 
to the terms of the contract. All invoices must be made out to Saint Paul Public 
Schools. 
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Procedure for all service agreements and consulting arrangements 
regardless of contract amount 

 
 
 
 

1. The Office of Federal Programs will negotiate the terms of all agreements. 
 

2. Invoices must be submitted to the Office of Federal Programs for processing 
and payment. 

 
 
 
 
 
Forms: Title II Order Form 

 
Description of services, vendor contact information, specific 
details about deliverables and time lines for delivery of services. 

 
See “Forms” at www.title1.spps.org 

http://www.title1.spps.org/
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Professional Development – MN Conferences & Workshops 
 

NO OVERNIGHT STAY 
 

 
 
Object Code: 6366 

 
 
 
 
Authorization: Pre-approval required 

 
 
 
 
If workshops and conferences fit into a school’s larger professional development 
plan, Title II funds may be used to cover the costs of attendance. All professional 
development should relate to core subject areas and must satisfy the definition of 
professional development in the No Child Left Behind Act of 2001. 

 
Workshops and conferences within Minnesota with no overnight stay should be 
coded to Object Code 6366. This would cover the cost of registration and mileage. 

 
Procedure: 

 
1. Complete page 1 and the bottom of page 2 (professional development) of the 

Title II Order Form and itemize your costs (registration, mileage). 
 
2. Include any supporting documentation (conference brochure, registration form). 

Don’t send me the link to the website and ask me to print it off. 
 
3. Submit to building administrator for signature. 

 
4. Send the Title II Order Form and attachments to the Lynn Moore in the Office of 

Federal Programs, Title I for pre-approval Fax: 651-632-3789 or Email: 
Lynn.Moore@spps.org. 

 
5. Once the Office of Federal Programs has approved this, your registration along 

with the payment or a Purchase Order will be faxed to the vendor. 
 
6. Submit any mileage approved and associated with your travel on the district 

mileage.  This must also be pre-approved. 
 

 
 
Forms: Title II Order Form 

 
Mileage Form - Use this form if mileage was requested and approved 

 
See “Forms” section www.title1.spps.org 

mailto:Lynn.Moore@spps.org
http://www.title1.spps.org/
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Workshops and Conferences Sponsored by Religious Organizations 
 
 
 
 
Object Code: 6366 

 
 
 
 
Authorization: Pre-approval required 

 
If workshops and conferences fit into a school’s larger professional development 
plan, Title II funds may be used to cover the costs of attendance. All professional 
development must relate to core subject areas and must satisfy the definition of 
professional development in the No Child Left Behind Act of 2001. 

 

Workshops and conferences within Minnesota with no overnight stay should be 
coded to Object Code 6366. This would cover the cost of registration and mileage. 

 
 
 
 
Procedure: 

 
1. The person attending the workshop is considered the vendor. Their name 

and contact information go in that section of the Title II Order Form (Top left 
hand side). 

 

 
2. Complete page 1 and page 2 (professional development) of the Title II Order 

Form and itemize your costs (registration, mileage). 
 

3. Include any supporting documentation (conference brochure, registration 
form). Do not send me the link and ask me to print it off. 

 
4. Submit to building administrator for signature. 

 
5. Send the Title II Order Form and attachments to the Lynn Moore in the Office 

of Federal Programs, Title I for pre-approval Fax: 651-632-3789 or Email: 
Lynn.Moore@spps.org. 

 
6. Once pre-approval is given the teacher can register for the workshop and pay 

the registration fee. 
 

 
7. After the workshop the teacher will submit proof that they (not the school) 

paid the registration fee and proof of completion of workshop. 
 

 
8. If everything is in order paperwork will be processed for reimbursement. A 

check will be mailed to the address listed on the Title II Order Form. 

mailto:Lynn.Moore@spps.org
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Forms: Title II Order Form 
 

Documentation or Additional information 

see “Forms” section at www.title1.spps.org 

http://www.title1.spps.org/
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Professional Development - Conferences and Workshops 
 

REQUIRES OVERNIGHT STAY 
 

 
 
Object Code: 6366 

 
Authorization: Pre-approval required 

 
 
 
 
Please check the Travel Procedures posted at the Business Office to ensure 
you are following the most recent requirements in the district. 

 
 
 
If workshops and conferences fit into a school’s larger professional development 
plan, Title II funds may be used to cover the costs of attendance. All professional 
development should relate to core subject areas and must satisfy the definition of 
professional development. 

 
Workshops and conferences within Minnesota with an overnight stay should be 
coded to Object Code 6366. You will have to complete some additional forms and 
receive a Travel Authorization Number.  We ask that you be reasonable in your 
request to stay overnight.  DO NOT register for the conference/seminar, make 
hotel or airline reservations prior to receiving your Travel Authorization Number. 

 

 
 
Procedure: 

 
1. Complete page 1 and professional development page (page 2) of the Title 

II Order Form. Itemize your costs (registration, mileage, lodging). Send in 
at least 1 month prior to the event. 

 
2. Include supporting documentation (T-II order form, conference brochure, 

completed registration form, hotel information). Do not send me the link to 
the workshop and ask me to print it off. 

 
3. Complete a District Travel Authorization Request. Must send in original. 

 
4. Submit all forms to your building administrator for signature. 

 
5. Mail signed forms and attachments to Lynn Moore in the Office of Federal 

Programs for approval (originals are needed). 
 

6. Once approved by Federal Programs the request will be forwarded to the 
Accounting Clerk for processing and payment 
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7. Upon obtaining all approval signatures, the travel clerk will assign a travel 
authorization number and e-mail that number to the e-mail address on the 
travel request form. 

 
8. Once you receive your travel authorization number you may make your 

travel reservations. Must use district travel agencies or travel 
transportation will not be approved before or after the fact!. 

 
9. Upon returning from your travel be sure to complete the District Travel 

Expense record and send to Saint Paul Public Schools Business Office; 
ATTN: Travel Clerk for processing within 15 business days of your return. 

 

 
 

10. Be sure that you tape each original receipt on an 8.5 x 11inch paper. 
Multiple receipts on one piece 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. 

 

 
 

11.  All travel itineraries must be attached (flight and hotel, even if they are 
pre-paid) Reimbursements must be itemized with attached receipts. 

 
12. You must submit expense records, even if everything is paid for. 

 
 
 
Forms: Title II Order Form 

 
see “Forms” section at www.title1.spps.org 

 
Travel Authorization Request 

 
Travel expense form Due 15 days after you return 

 
www.businessoffice.spps.org 

 
 
Questions about travel approval? 

 
Marie Yang marie.yang@spps.org 

 
651-603-4963 (p) 

 
651 -293-5174 (f) 

 
Ivonne Norberg ivonne.norberg@spps.org 

 
651-744-5321 (p) 

 
651-293-5174 (f) 

http://www.title1.spps.org/
http://www.businessoffice.spps.org/
mailto:marie.yang@spps.org
mailto:ivonne.norberg@spps.org
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Professional Development – Conferences and Workshops 
 

OUT OF STATE TRAVEL 
 

 
 
Object Code: 6368 

 
 
 
 
Authorization: Pre-approval required 

 
 
 
 
Please check the Travel Procedures posted at the Business Office to ensure 
you are following the most recent requirements in the district. 

 
 
 
 
If workshops and conferences fit into a school’s larger professional development 
plan, Title II funds may be used to cover the costs of attendance. All professional 
development should relate to core subject areas and must satisfy the definition of 
professional development. 

 
Workshops and conferences outside Minnesota should be coded to Object Code 
6368. You will have to complete some additional forms and receive a Travel 
Authorization Number. 

 
 
 
DO NOT register for the conference/seminar, make hotel or transportation (airfare, 
train etc.) reservations prior to receiving your Travel Authorization Number. 

 
 
 
 
Procedure: 

 
1. Complete page 1 and page 2 (professional development) of the Title II 

Order Form and itemize your costs (registration, mileage, hotel, food, 
luggage fee etc.) at least 1 month in advance of the activity. 

 
2. Include any supporting documentation (conference brochure, registration 

form, hotel information). Do not send me the link and ask me to print it 
off. 

 
3. Complete a District Travel Authorization Request. 

 
4. Submit all forms to your building administrator for signature. 
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5. Mail signed forms and attachments to Lynn Moore, in the Office of Federal 
Programs, Title I for approval. 

 
6. Once approved by Federal Programs the request will be forwarded to the 

Accounting Clerk for payment and registration. Let us know if the 
registration must be done on line or if you will pay the registration and 
seek reimbursement after the conference. 

 
7.      Upon obtaining all approval signatures, the Travel Clerk will assign a travel 

authorization number and e-mail that number to the address on the travel 
form. 

 
8. Once you receive your travel authorization number you may make your 

travel reservations. Must use district travel agencies or travel 
transportation will not be approved before or after the fact!. 

 
9. Upon returning from your travel be sure to complete the District Travel 

Expense record and send to the travel clerk at 360 Colborne St, Business 
Office for review and processing within 15 business days of your return. 

 

 
 

10. You must submit expense records, even if everything is paid for. 
 

 
 

11. All travel receipts must be taped to an 8.5 x 11 inch paper and all travel 
itineraries must be attached (flight and hotel, even if they are pre-paid) 
Reimbursements must be itemized with attached receipts. You will only get 
reimbursed for the items that have an attached receipt. Records that are 
unorganized or incomplete will be returned. 

 
 
 
 
 
Forms: Title II Order Form 

 
see “Forms” section at www.title1.spps.org 

Travel Authorization Request 

www.businessoffice.spps.org 

http://www.title1.spps.org/
http://www.title1.spps.org/
http://www.businessoffice.spps.org/


 

 
 
 

Travel Procedures 
 
Traveler Expectations 
When traveling for district-related business, the traveler should: 
• Exercise discretion and good business judgment with respect to travel expenses. 
• Be cost conscious and spend the district’s money as carefully and judiciously as they would spend their own funds. 
• Report expenses, supported by required documentation, as they were actually spent. 
• Sign the travel expense record signifying that the listed expenses are correct and complete and will not be claimed for 

reimbursement from any other source or claimed as a tax deduction. 
 
Travel Pre-Approval 

 

Type Of Travel Definition  Travel Approval Process  Registration Fee 
Payment Process 

 

Local travel Travel not requiring an 
overnight stay or the use of 
public transportation. 

 Obtain approval from 
immediate supervisor. 

 Submit Request For 
Payment form or pay with 
petty cash check after 
obtaining approval for 
travel. 

 

Non-local travel Travel requiring an 
overnight stay or the use of 
public transportation. 

 Attach copy of event 
brochure and registration 
form that lists what is 
included with the event fee 
to Travel Authorization 
Request form and follow 
the 5 steps on the form to 
route for approval. 

 Attach Request For 
Payment form to Travel 
Authorization Request form 
with appropriate backup 
and submit both to Principal 
or Budget Administrator. 

 

 

No cost to the District Travel that is paid for by 
the individual traveler or by 
another organization. 

 In case miscellaneous 
expenses are incurred 
attach a copy of the event 
brochure to Travel 
Authorization Request form 
and follow the 5 steps on 
the form to route for 
approval. 

 N/A.  
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When district employees need to travel to workshops, conferences, or other business events, pre-approval is required prior to 
traveling or incurring any travel or registration fee expenses. Anyone incurring expenses without proper authorization 
will be personally liable for all expenses. The travel pre-approval process and registration fee payment process are as 
follows. Submit all forms at least 30 days prior to the date of the event to ensure travel is approved and registration fees are 
paid in time. 

 
Consultant/Parent Travel 
Travel costs paid for non-District employees must be approved by Board resolution prior to traveling. It is the administrator’s 
responsibility to ensure that the Travel Authorization Request form is submitted in a timely manner. Minnesota Law prohibits 
use of the travel advance account by non-District employees. 

 
PROCESS 
1.  At least 30 days prior to the date of the event, submit the appropriate forms: Travel Authorization Request form with a copy 

of the event brochure and registration form that lists what is included with the event fee to obtain pre-approval for the 
travel and event expenses. Request for Payment form to pay registration fees. 

2.  Upon receipt of travel authorization number, call one of the district’s authorized travel agencies to book air transportation 
and lodging. Provide your travel authorization number for air transportation. The airfare will be paid directly by the district. 

 
District Travel Agencies Business 
Travel, 240 Chester St, Suite 12 
Saint Paul, MN 55107 
(651) 291-8840 

Corporate Travel Solutions, 5900 
Rowland Rd 
Minnetonka, MN 55343 
(952) 746-3570 (800) 444-5028 

 
3.  If the traveler is able to get a cheaper airfare through another source (different agency, Internet, etc.), the traveler must 

pay the airfare and be reimbursed by the district. The traveler must also obtain a written quote from one of the district’s 
authorized agencies to prove their airfare was the cheapest. 

4.  If the traveler is making their own hotel reservations, they must request the “government rate”. If the discounted 
government rate is not available, attempt to get the lowest rate possible. Bring your district ID badge with you in case the 
hotel requires proof that you are a school district employee. 

5.  One week prior to travel, contact the Business Office Travel Clerk to arrange pickup of travel advance check. 
6.  Within 15 days of returning from travel, submit a Travel Expense Record form (with appropriate backup) to the Business 

Office Travel Clerk. 
 
Travel Expense Record 
Submit a Travel Expense Record within fifteen days of returning from travel. The expense record must include itemized receipts 
for all expenses unless an exception is noted in the “Reimbursement Rules” section of this document. 
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Reimbursement Rules 
Travel expenses will be reimbursed according to the rules described below. ITEMIZED receipts are required for reimbursement 
of expenses unless otherwise noted. In the event that an original receipt cannot be obtained, a copy must be attached and a 
reasonable/acceptable explanation for why the original is not available must be provided. Generic receipts (any receipt that 
does not have a preprinted or stamped conference/hotel/vendor name) are not an acceptable proof of payment. If a generic 
receipt is the only receipt available, the following additional documentation will be required: 1) copy of canceled check (front 
and back), or 2) duplicate check and bank statement (information unrelated to this transaction may be blocked out), or 3) 
credit card statement. Some online travel services do not automatically provide itemized receipts showing the 
separate rates for hotel, air fare, car rental, etc. You will need to contact the company and request an itemized 
receipt to ensure all your expenses are reimbursed properly. Reimbursed? 

 
 

REIMBURSED? 
USE OF PRIVATE VEHICLE 
Yes Traveler driving their own vehicle to location of business event. NOTE: Reimbursement is based on 

the Board approved per mile rate or comparable coach airfare, whichever is less. Written quotes 
should be obtained at first knowledge of trip and submitted with Travel Expense Record. 

No Cost of repairs or insurance expense to personal vehicle even if related to travel. 
Yes Parking expenses incurred at the final destination place of lodging. 
No Lodging and meals for the driver or passengers during travel by car. 
RENTAL CAR 
No-unless 
pre-approved 

Traveler driving a rental car to location of event or at destination (if traveling by air). NOTE: 
Rental car must be pre-approved in writing by the Superintendent or Senior Staff prior 
to traveling or traveler will not be reimbursed. 

TRAIN 
Yes Traveler taking a train to location of business event. NOTE: Reimbursement is based on the cost of 

the train ticket or round-trip coach airfare, whichever is less. 
AIR AND GROUND TRANSPORTATION 
Yes Round-trip transportation at coach rate on commercial airlines. (The ticket or trip itinerary showing 

ticket price, destinations, travel dates and times is considered the receipt). The traveler should 
attempt to book air transportation as far in advance as possible to ensure the lowest rate. Late 
requests which result in failure to secure the lowest possible fare may result in disapproval of the 
travel authorization request. If changes to the flight itinerary resulted in additional expenses, 
indicate the additional expense on the Travel Expense Record with an explanation of why the 
change was necessary. 
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Yes Expense for excess baggage if required to have on hand equipment, books, reports etc which 

cause the traveler to exceed the normal baggage limitations. Itemize on Travel Expense Record 
and include explanation of the excess baggage. 

No Travel in employee-owned aircraft or other aircraft piloted by an employee or other private party. 
Yes Round-trip transportation to Lindbergh or Humphrey air terminals from traveler’s home or work 

location. 
Yes Airport parking expense. Reimbursement is based on the amount of the parking charges or the 

taxi fare from employee's home to airport, whichever is less. Office of Business & Financial Affairs 
Procedures Rev. 7/7/2010 

Yes Ground transportation at destination (by taxi, shuttle bus, hotel courtesy van or public transit) 
to/from the airport and to/from the event location. (Tips may not exceed 15% of cost.) Employees 
traveling to the same destination should share ground transportation whenever possible. 

No Transportation at destination by taxi or public transit to/from the hotel and restaurants or 
entertainment sites. (This expense is included in the M&I rate which is described in the Meals and 
Incidental Expenses (M&I Rate section.) 

LODGING 
Yes Hotel rooms at the single room rate unless two employees are sharing a room. Indicate on travel 

expense record the employee’s name who shared the room. 
No The cost of a non-employee sharing a room with the traveler. 
Yes Reasonable district-related phone and fax charges due to absence of traveler from work location. 

Itemize who was called or faxed on the travel expense record. 
No Personal phone calls. 
Yes Internet service from hotel room. 
MEAL REIMBURSEMENT RATE 
Yes The Meal reimbursement rate is maintained by the State Commissioner Plan and includes meals, 

tax and a reasonable gratuity. The Meal reimbursement rate for the location of the event will be 
emailed to the traveler with their authorization number. The Meal reimbursement rate will be 
adjusted by meals provided at the event. 

MISCELLANEOUS 
No Any additional expenses incurred as a result of personal travel, including but not limited to extra 

hotel nights, additional stopovers, meals or transportation, are the sole responsibility of the 
traveler. 

No Expenses associated with travel of an individual’s spouse, family or friends. 
Yes Materials purchased at workshops or conferences that are needed for the meetings or are to 

become property 
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Tuition Reimbursement 
 
 
 
 

Object Code: 6389 
 
 
 
 

Authorization: Pre-approval required 
 

(regardless of amount) 
 
 
 

There are times when it’s appropriate to support the advanced education of a staff 
member. Title II funds can be used to pay for tuition, books or other things related 
to obtaining the advanced education and /or degree when this occurs. It will not 
pay for fees, parking etc. 

 
6389 - Any advanced coursework should positively impact classroom 
practices and lead to increased student achievement. Approval of 
additional classes is contingent on the appropriateness of the class and the 
successful completion of the previous class/classes. 

 
 
 

Procedure: 
 

1. Send in Title II Order Form along with coursework description and the Title II 
checklist for course request form. 

 
2. Once approval is obtained, the participant may register and pay for the 

class /classes and any books that were approved. 
 

 
3. Reimbursement occurs through the process listed below 

 

 
 

Process for Reimbursement 
Submit original invoice Submit for courses and books 
Proof of payment by participant • Credit card statement 

• Cancelled check (front and back) 
• Bank statement showing payment 

to school 
Proof of successful completion of 
approved class/classes 

Transcript from school 
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4. Send all documentation to Lynn Moore 
Office of Federal Programs 
1021 Marion St. 
St. Paul, MN  55117 

 
5. If document submitted is satisfactory, the participant can expect payment in 

approximately 4-6 weeks 
 

6. Transcript must be received before next set of courses are paid for. 
 
 
 
 
 
Forms: Title II Order Form 

 
See “Forms” section at www.title1.spps.org 

 
Checklist for Course Requirement Form 

http://www.title1.spps.org/
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Non-instructional Materials to Support Professional 
Development of Staff (i.e., professional development books). 

 
 
 
 
Object Code: 6401 

 
Authorization: All orders must be sent to the Office of 

Federal Programs, for pre approval and 
placement of order. Schools are not to place 
any orders when using Title II funds. 

 
Non-instructional materials are used to support the professional development 
endeavors of the staff. Non-instructional materials purchased with Title II funds 
cannot supplant what the school should be providing. 

 
Materials purchased with Title II funds should also 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. Please contact the Office of Federal Programs if you 
want an outside perspective. 

 
All materials purchased with Title II funds will be delivered to the Title I office for 
labeling. They will then be delivered to your school. Anything that is ordered on 
your own is your responsibility to pay. 

 
Procedure: 

 
1. Decide what will be ordered based upon your professional development plan. 

 
2. Use Title II order form and be sure to include vendor information, quantity, 

ISBN number, per item price, total and shipping. Document the need and 
intended use of the materials. 

 
3. Send to Lynn Moore in the Office of Federal Programs. 

 
4. If the order is approved, the Office of Federal Programs will place and receive 

the order. The order, once it has arrived in the Office of Federal Programs, 
will be labeled and delivered to the non-public school site. 

 
Forms: Title II Order Form 

 
Material order form 

 
See “Forms” section at www.title1.spps.org 

http://www.title1.spps.org/
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ESEA Federal Programs Complaint Procedures for Saint Paul Public 
Schools 

 
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. 

 
1. The individual raising the question will submit a written statement to the 

appropriate school district administrator(s) indicating which section(s) of the 
law, regulations, or guidelines were not properly interpreted or applied. 

 
2. The District program administrator(s) will meet with the individual raising the 

question and discuss the school district’s interpretation of the law, and how it 
was implemented in the area in question. 

 
3. If the individual raising the question is not satisfied with the District program 

administrators’ explanation, then a written request to the District program 
administrator(s) should be submitted citing the statutory or regulatory 
violation(s) and requesting a meeting with the State Director of the program. 

 
4. The District program administrator(s) will schedule a meeting with themselves, 

the State Director of the program, and the individual raising the question to 
discuss the issue(s) related to the law and/or guidelines and how they were 
applied to the areas in question. 

 
5. Within ten (10) days after the meeting with the State Director of the program, 

the Director will respond in writing to the District program administrators and 
the individual raising the question regarding Minnesota’s current interpretation 
and application of the section(s) of the law and/or guideline(s) that were in 
question. 

 
6. If the issue is still not resolved to the individual’s satisfaction, the individual has 

the right to contact the U.S. Department of Education for further clarification 
and resolution. 

 
 
 

Cheryl Carlstrom, Director of 
Federal Programs- Title II 

cheryl.carlstrom@spps.org 1021 Marion St. St. 
Paul Mn. 55117 

651-744-1451 
651-632-3789 (F) 

Lynn Moore, Supervisor- 
Title II 

lynn.moore @spps.org 1021 Marion St. St. 
Paul Mn. 55117 

651-632-3781 
651-632-3789 (F) 

Jon Peterson- Counseling jon.peterson@spps.org 1780 West 7th. St. 
St.Paul, MN. 55116 

651- 744-6490 

Dr. Efe Agbamu – Title III efe.agbamu@spps.org 360 Colborne St, 
St. Paul Mn. 551102 

651-767-8310 
651-293-5411 (F) 

mailto:Cheryl.carlstrom@spps.org
mailto:jon.peterson@spps.org
mailto:efe.agbamu@spps.org
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Forms Needed For Title II 
 

 
 
In addition to going to  www.title1.spps.org access forms, you can use the forms 
sent to you via e-mail or use the copies found in this booklet . 

http://www.title1.spps.org/


ESEA TITLE II PROGRAMS ORDER FORM
2014-2015

Revised: 7/3/2014

Vendor: School-Program:

Address: Your Name:

City, State, Zip Phone:

Phone: Fax:

Fax:

School Number
Finance 

Code Object Code

Delivery
TOTAL

Principal's Signature

              Date Signed

Approval Documentation for District Use Only Purchase Order Number

Unit Cost

-$                       

-$                       

-$                       

-$                       

Quantity

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

Total Cost

Subtotal

Discount

-$                       

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

-$                       

-$                       

-$                       

-$                       

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

-$                       

Course Code

Description

-$                       

-$                       

-$                       

Professional Development 

Accounting Initials: ______________        Date:   _______________           _______________________________ 
 
 
Administration Signature: _______________________________________________     Date:   ________________ 



ESEA TITLE II PROGRAMS ORDER FORM 
2014-2015

JUSTIFICATION OF NECESSITY - PROFESSIONAL DEVELOPMENT REQUEST

Title program funds may be used to support high quality professional development aligned to the 
support of the goals and strategies outlined in the schoolwide improvement plan or SCIP. One-time 
workshops are not permitted unless they are closely related to the school's comprehensive 
professional development plan outlined in the SCIP or schoolwide improvement plan.

Describe how this professional development activity addresses the needs of your students 
and staff as described in the school's T-II, Part A plan. 

 

Attach to this document a copy of the following: 
- Conference/Workshop Brochure 
- Registration Form 
- Tuition Reimbursement (Title II A Non Public Schools) 

Indicate the number of staff involved. 

Date(s) of the Professional Development Activity 



NON PUBLIC PROFESSIONAL DEVELOPMENT TIME REPORT 
CURRICULUM WRITING (NON-DUTY TIME) 

REV 9/14/2010 

 
                  
Last Name First Name Middle Name 
 
                        
Mailing Address City State Zip 
 
Telephone Number:     -     -      Employee Number       
 
Non Public School:       
 
Position/Title(s)       
 
 
Professional Development Activity Date of Activity Number of Hours 
 
                  
 
                  
 
                  
 
                  
 
                  
 
 
 TOTAL HOURS WORKED       
 
Pay Calculation:  Total number of hours worked multiplied by pay rate = Total Pay 
 
             hours  x $23.65/hr =  $       
 
Non-Public Staff Signature:  
 
 
Non Public Administrator Signature SPPS Administrator Signature 
 
Date Sent to SPPS:        Date Processed by SPPS:  
    
    
   Send to:  Lynn Moore 
    Office of Funded Programs 
    1021 Marion Street 
    Saint Paul, MN 55117 

SPPS office use only: 
Budget Code:  



NON PUBLIC PROFESSIONAL DEVELOPMENT TIME REPORT 
WORKSHOP AND CONFERENCE ATTENDANCE (NON-DUTY TIME) 

 
                  
Last Name First Name Middle Name 
 
                        
Mailing Address City State Zip 
 
Telephone Number:     -     -      Employee Number      
 
Non Public School:       
 
Position/Title(s)       
 
 
Professional Development Activity Date of Activity Number of Hours 
 
                  
 
                  
 
                  
 
                  
 
                  
 
 
 TOTAL HOURS WORKED       
 
Pay Calculation:  Total number of hours worked multiplied by pay rate = Total Pay 
 
             hours  x $23.65/hr =  $       
 
Non-Public Staff Signature:  
 
 
Non Public Administrator Signature SPPS Administrator Signature 
 
Date Sent to SPPS:        Date Processed by SPPS:  
    
    
   Send to:  Lynn Moore 
    Office of Funded Programs 
    1021 Marion Street 
    Saint Paul, MN 55117 

SPPS office use only: 
Budget Code:  



R
ev

 1
10

80
6 

Independent  School District No. 625 
Saint Paul Public Schools 

360 Colborne Street, Saint Paul,  Minnesota  55102-3299 
Mileage Reimbursement Request- Plan A 

 
 
 
 
 
Page     of    

 
Name & Home Address (Please Print Legibly): Month/Year of Miles Driven 

Title:  

   School/Department: 
Employee Number:  

MM/DD/YY 
Date 

 
From 

 
To 

 
Purpose 

(Print Legibly) 
Miles 

     
     

     

     

     

     

     

     
     

     
     

     

     

     

     

     

     

     
     

     
     

     

     

     

     

     
This report is a correct statement of the Auto Allowance due me as authorized by the Board of Education for use of my automobile on 
official business as an employee of the Saint Paul Public Schools.  In addition, I certify that the owner of any vehicle used for this 
purpose carries the appropriate liability insurance as required by State Statute. 

Total Miles  

Reimbursement $ 

 Budget code must be included to be processed. 
Percent/ 
Amount Fund Org Pro Fin Obj Cou Employee Signature Date 

       
Budget Administrator Signature Date        

 



Independent School District 625 
TRAVEL AUTHORIZATION REQUEST 

 
Name (Please print)   Employee Number    

 
All travel must be pre-approved.   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 expenses must be submitted to the 
Travel Clerk in the Business Office within 15 days after return. 

 
I have read the district’s travel policies and procedures and understand my responsibilities.  (Policies and procedures are at 
www.businessoffice.spps.org. Click “Procedures” link on navigation bar.) 

 
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 and registration form (with a Request For Payment)  that lists what is included with 
the event fee.  I understand that without the documentation I will not receive an authorization number. 

 
Step 1     

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

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   
 
 
 

Step 2 Approved      
Signature of Principal or District/Budget Administrator Date 

 
Step 3 Approved       

Signature of Superintendent, Executive Director or Senior Staff Date 
 
 

Step 4 TO BE COMPLETED BY YOUR ACCOUNTANT: 
 

Budget Balance    $   Reviewed By     Date     
 

Step 5 Deliver  to 360 Colborne, Business Office, Travel Clerk 
 
 
 
 
 

Form TAR-1 Rev. 10/16/07 

http://www.businessoffice.spps.org/


INDEPENDENT SCHOOL DISTRICT 625 
TRAVEL EXPENSE RECORD 

 
Name:    Authorization #    

 
Home Address:    Event:     

 
City, State, Zip:    Event Location:    

 
Attachment Checklist (Tape small receipts to an 8 1/2 x 11 sheet of paper) 

 Original flight itinerary or ticket showing ticket price, destinations, travel dates and times. 
Original lodging invoice showing detail of charges. 
Original ground transportation and airport parking receipts. 
Original itemized receipts for any other expenses. 
Original itemized meal receipts. 

 
 
 
 

**ALL RECEIPTS MUST BE TRANSLATED & SHOW USD CONVERSION FOR RECEIPTS IN OTHER CURRENCIES.** 
 

All Travel Expenses must be listed below whether they were prepaid or paid directly by the traveler. 
This document must be a complete record of the expenses for this travel. 

 

Travel Expense Description Expenses paid by: 
RFP Pcard PO Traveler 

Event Registration Fees: $ $ $ $ 
Meals Included with Registration or Lodging:   B    L    D        
Airfare/Train/Other:     
Lodging:  (Lodging and taxes only)  Number of Nights        
Lodging was shared with: (Name)       

(If shared, please circle one: Employee or Spouse)     
Internet:     
Personal Vehicle: (Must include an Airfare quote if driving.)     
(Also include a printout from MapQuest verifying mileage.)     
Ground Transportation: (List mode and location from and to.)     
     
     
     
Itemize any other Expenses below:     
     
     
     

FOR BUSINESS OFFICE USE ONLY: FOR BUSINESS OFFICE USE ONLY: 
Meal Reimbursements by Day: 
Day 1 Day 5 
Day 2 Day 6 
Day 3 Day 7 
Day 4 Day 8 Total: 

 Meal Reimbursement: 
Total Expenses: Less 
Total Prepaid: Less 
Travel Advance: 
Reimbursement Due: 
Amount owed to Distri 

 
 
 
 
 

 ct: 
 

The expenses listed above and original attachments are correct and complete and will not be claimed for reimbursement from 
any other source or claimed as a tax deduction. I will not submit any mileage listed above on the District's Mileage Reporting 
System. 

 
Traveler's Signature Date 

 
Submit expense record and original attachments to: St Paul Public Schools, 360 Colborne St, Travel Clerk, St Paul, MN 55102. 
Keep a copy for your records. 

 
Revised: 11/30/2010 
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