SPSA Funding Request Process

A. General Information
1. Funding Request Forms can be found on the School Site Council School Loop Page.

2. Complete all portions of the SPSA Funding Request Form prior to request submission.
3. All registration forms, estimated travel and accommodation cost documentation, mileage documentation, Amazon price quotes, etc., must be submitted with the Funding Request Form. 
4. Select a point-person with whom our Bookkeeper will work to finalize purchases and bookings. 
a. Once you receive tentative funding approval from the SSC Coordinator, you will need to contact the Bookkeeper to finalize all purchases. Failure to finalize purchases by the assigned deadline will result in a loss of approval.
B. Field Trips

1. Field Trip Request Process

a. Submit Field Trip Request Form to Administration

i. Activities V.P. – Student Field Trip Permission Slips

ii. SBO Secretary – Transportation Request Form

b. Submit a completed SPSA Funding Request Form to the SSC Coordinator that includes the following:

i. Names of teachers needing substitute coverage

ii. MapQuest printout showing number of miles traveled from SCHS to final destination

iii. Information regarding the nature of trip (e.g. Playbill, Program description, etc.)

· SSC Coordinator will email you with further instructions once your Funding Request has been approved.

c. Submit a completed Transportation Request Form to Patrice

d. SSC Coordinator will contact the principal’s secretary regarding substitute requests 

· SPSA funding may be requested to cover substitute teacher coverage and transportation costs. All other funding must be acquired through donations/fundraising.

2. Field Trip Funding Request Deadlines
a. No Busses, Staff Only Chaperones – 2 Weeks
b. One Bus, Staff Only Chaperones – 2 Months
c. Multiple Busses and/or Non-SCUSD Chaperones – 3 Months
i. SCUSD employees who are driving student must see the principal’s secretary to complete paperwork (DMV forms and proof of insurance)
ii. All Non-SCUSD employees must see principal’s secretary to complete paperwork (TB test, fingerprinting, DMV forms, proof of insurance, etc.)
d. Overnight or Out-of-State Field Trip – 3 Months
i. See principal’s secretary for paperwork
C. Professional Conferences 
1. Funding Request Deadlines
a. Conference Registration with Flight and Accommodations – 3 Months
b. Conference Registration with Accommodations – 2 Months
c. Conference Registration – 1 Month
· Please keep in mind early bird conference registration deadlines and plan accordingly.
