ACCESSING THE FORM
1. Select the SPPS Fed Form
[image: ]

2. Click on the Tab “Add a New Value” [image: ]

3. Click the Add Button[image: ]
4. This brings you to the first page of the form. Note there are two tabs on this form and both have to be filled out before submitting. Note that the form changes depending on the *Transaction Type. [image: ]

DETAILS ABOUT FILLING OUT THE FORM
1. * Funding Request Description (this can be seen from the approval list) before the form is opened. It is helpful if you are very descriptive here:  [Name of Funding Source] [Name of School or program] [What is being ordered] Here are a few examples:
[image: ]
[image: ]
2. The *Requestor and *Email ID are auto filled in with the name and email of the person initiating the form.  
3. Other contact information. [image: ]

4. Transaction Type – This is important to select because the form will change on tab two depending on what is chosen. Title I schools will request preapproval for these items and orders on PCards.
[image: ]


5. Show best value (Vendor Comparison Pricing) Put the first vendor into the form. If it is the vendor you will be purchasing from, click the Vendor Selected box.  If you compared pricing on the web, put in the website where you got the information. Chose other options as they apply.  NEXT: Click the plus sign and add the second vendor that you compared pricing with. Do the same as you did for the vendor selected. (if you didn’t compare on a website, then upload the quote, or other documentation to show how you arrived at your choice in the Vendor Attachments). 
[image: ]
[image: ]
6. Budget for order. Please put the budget codes into the form for what you are ordering. If you would like you can show how things will be split funded if that is something you wish to do. To add additional budget lines click the plus sign. The totals can only add up to 100% or you will get an error. 
[image: ]
7. Go to next tab in the worksheet. This page will change depending on the type of transaction you selected on the first page. [image: ]




8. Items to be ordered. Please list the items to be ordered here. The process for this part of the form changes depending on what you are doing. 
· For Professional Development – attach the PD agenda, conference paperwork, etc to the Vendor Attachments area. Then fill out this part of the form on page with 
· # attendees (quantity), name of conference (description), unit price cost, total cost per participant will be calculated. 
· For supplies, list the supplies. Click the plus sign to add more rows. If you have a huge order, then put in one line that says
· Quantity 1, Description –See attached order (upload into the Vendor Attachments Area), Unit Price put in the total cost. 
Examples of different ways to fill out this part of the form. 
Listing items for a simple order. 
[image: ]
For a large order and you don’t want to list each item. 
[image: ]




Remaining Sections of the Second Page
9. The last half of the page will change depending on what transaction type you chose. See examples below. 
Example of Food Order Request
[image: ]



Example of Professional Development
[image: ]
Example of Interpreters
[image: ]



For the remaining types of transactions, refer to the Title I website for the information that is needed. https://www.spps.org/Domain/10168. Examples are listed for each budget code and purchase. 
[image: ]




Approvals and Denials
10. Once you have completed the form, submit it for approval: The routing for the order form follows:

[bookmark: _GoBack]For additional assistance, please reach out to the Title I office team. 

Initial


Creator of the Form Submits for Approval


Creator puts together the information in the form, correct budget codes, comparative pricing and justification for the purchase. 


Pending


Form Routes for  Approvals


Direct Supervisor of the Creator of the Form (authorizes spending)


Final Results


Denied or Approved


If the request is denied (look at comments) it may just need additional information and can be resubmitted. 


District Accountant overseeing funds (checks on funding availability)


Budget Administrator (final authorization of allowability)


Creator submits for approval before purchasing can begin. 


If it is denied for not being an allowable purchase, find other funding. 


If the request is approved, purchase or pay for the activity. Print the approval form and submit with your PCard statement at the end of the month.  
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Item Details
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Justification for purchase of suppliesigoods/services listed

[Serving pizza to remove barriers and allow parents to attend conferences over the dinner hour.

Food

Estimated Number of Attendees
staff[ 10
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Community/Parents| 100
Event Date [03/032022_|[5)
Iffood is being purchased to support parental involvement activities at the school, check all appropriate activities below

Title | Annual Meeting to inform parents about the purpose of Title I.
Involve parents in joint development of SCIP or school improvement plan.

Provide training or support to parents working to improve their children’s learning.
Annual evaluation with parents of effectiveness of Family Engagement Plan.

Involve parents in the development of school's Far

Engagement plan and/or School Parent Compact.
Provide assistance to parents in understanding curriculum assessment or instruction.

Parent.teacher conferences to communicate with parents about their ¢
Other, please describe below.

dren’s progress.
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Please describe other allowable activities for which food is being requested.
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Justification for purchase of suppliesigoodsiservices listed

[Creating cultural relevance as it relates to a Responsive Classroom environment s one of our SCIP goals
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Justification for purchase of suppliesigoodsiservices listed

Provide interpreters to for Parent/Teacher conferences to help parents have access to a language they understand

Interpreters

Event or Meeting Date [3/32022 _|[5j

Event or Meeting Details

List names if you know them

#of Interpreters| 5|

Total Estimated Cost|
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SECTION I: FINANCIAL PROCEDURES AND REQUIREMENTS (by Budget Code)

Uniform Grant Guidance Cost Principles
Factors Affecting Allowable Costs

© Necessary, Reasonable, Allocable
Unallowable under Any Circumstances

o General list of Unallowable Costs
Goods and Services Purchasing Guidelines

Goods and Services Matrix with Title | Approval Process

Personnel 6140, 6143, 6144, 6156, 6170, 6175, 6184
Licensed Staff

© 6140 Instructional Teachers; 6143 Other Licensed Staff-Non Instructional; 6156 Social Worker:
Non Licensed Support Staff (Instructional / Non Instructional)

© 6144 Parent Invovement EA2; 6161 Instructional TA - Supporting Kindergarten; 6175 Cultural Specialist,
Intervention Specialist;
o 6184 Non-Licensed/6185 Licensed - Other Salary

PCard Policy for Title |

APCard may be used to purchase items that are $3,500 or less (Schools) or $5,000 or less (Programs). All purchases
funded with Title | funds must be preapproved. PCard Policy for Title |

Contracted Services

Contracts must be in place before any services are rendered. To initiate a contract, all procedures must be followed and
adhered to or the costs may be unallowable under the federal award. All contracts must contain specific timelines,
deliverables and an evaluation of the effectiveness or impact of the provided service. Please follow SPPS contract
procedures for the developmet of the contract

© 6303/6304 Contracted Services
= Developing a Contract: Services Matrix %A and Goods Matrix WA




