Siskiyou Afterschool for Everyone (SAFE)
Pre-Authorization for Expenditures Over $499 
Siskiyou County Office of Education
          			Expanded Learning Program			
609 South Gold Street, Yreka, CA 96097

[bookmark: _GoBack]District/School:   		                          Fiscal Year: 
· This form is part of the SAFE process necessary to meet the requirements of the Before and After School Programs (BASP) Program Instrument regarding ASES funded inventory and the Program Assurances from the original ASES Application for Funding.
· This is not a purchase order.
	DIRECTIONS:
· Complete all shaded areas of form and submit via email or directly to the Expanded Learning office for approval.
· All forms will be reviewed the first week of the month. 
· Allow for response by the Monday following the first week of month.
· Yearly cut-off to request over $499.00 purchase is the first Friday in May.
· Written approval must be received from the Expanded Learning office prior to ordering.
	NOTE:
If a school is going to purchase an item with a cost of over $499.00 including tax and shipping, yet only pay a portion of the cost using SAFE funds, this form is required and must still be submitted to the Expanded Learning office. 


Split Fund Purchase
If a purchase is made for use exclusively during SAFE time and SAFE room(s) only, using 100% SAFE funds is appropriate. If an item(s) is purchased for use during both regular day school and SAFE, Expanded Learning requires 1/3 SAFE funds and 2/3 district funds be used. Please refer to additional guidelines regarding split fund purchases in the Expanded Learning Handbook available online at https://www.siskiyoucoe.net/Page/225.

Will the following purchase be a split fund purchase (⅓ SAFE, ⅔ District Funds)?     𝤿 Yes     𝤿 No
                                                                                                                             ⅓ Amount $ 

Requesting Authorization to Purchase Items(s)
Please attach a picture of the item being ordered from the vendor where it is being purchased.
	Object Code*

	Item Description

	Vendor

	Quantity

	Price Per item

	Estimated Total Cost
Include estimated tax and shipping costs

	
	

	

	

	

	

	
	
	
	
	
	

	
	
	
	
	
	


Object Codes:	 4400-Materials ($499.00<$4999.00)	 6400-Equipment (>$4999.00)					     

Narrative
Pre-Authorization must include a program narrative explaining the planned use in SAFE for the item(s) listed above. Describe in detail the educational enrichment/intentional learning activities associated with the purchase of the item(s). 

	











_______________________________________________________           __________________________________________________
SAFE Site Coordinator				Date	Program Specialist of Expanded Learning		Date

__________________________________________________________	__________________________________________________
SAFE Site Business Official				Date	Business Official of Expanded Learning		Date

__________________________________________________________	__________________________________________________
SAFE Site Superintendent/Principal Signature		Date	Director of Expanded Learning			Date

Original - Send to Expanded Learning via email or directly for approval, then retained by the Expanded Learning Business Office.                   
Copy- Retain at school district for auditing records. 			
																08/10/2022 - ks					
