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CPSB Federal Programs Title II, III, Immigrant & IV Checklist 

2024 – 2025 

Date Due Federal Programs Dept. Activity/Forms 

September   

9/09/2024 Title II, III, Immigrant, IV Budget Revision #1 Noon 

December   

12/04/2024 Title III, Immigrant, IV 
Instructional Supplies Requests for 

Exp. Due Noon 

January   

1/10/2025 Title II, III, Immigrant, IV 
Budget Revision #2 Noon –  

Final Revision 

March   

3/06/2025 Title II, III, Immigrant, IV 
2024-2025 All Requests for 

Expenditures Due Noon 

TBA Title II, III, Immigrant, IV End of Year Meeting 

May   

TBA Title II & IV 2025-2026 PD Proposals Due 

5/24/25 Title II, III, Immigrant, IV 

Deadline to earn stipend & submit 

Supplemental Pay forms for 2024/2025 

(NO Projections) {Subject to change} 

June   

6/20/2025 Title II, III, Immigrant, IV Deadline for All 2024-2025 Spending 

July   

7/1/2025 Title II, III, Immigrant, IV Begins 2025-2026 Year 

7/15/2025 Title II, III, Immigrant, IV 2025-2026 Funds Available 
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Title II 

Improving Teacher Quality 

PURCHASING & REIMBURSEMENT PROCEDURES AND GUIDELINES 
 

Needs Assessment: 

CPSB will conduct a PD needs assessment to determine the needs of the LEA’s teaching force to be able to have all 

students meet challenging state content and academic achievement standards.  The needs assessment along with 

district/school performance data will assist the LEA in identifying local teacher quality needs.  The needs assessment will 

also identify those areas that an LEA should strengthen, such as areas of weakness in student academic achievement.  The 

LEA will use the results of this assessment to plan Title II PD activities to meet student achievement goals. 

Title II Proposal Submission Process: 
 

1. Data analysis 

2. Plan PD and denote activity priority.  

3. Label each activity specifically.  (Ex: contracted speaker, stipends, etc.) 

4. Submit proposal to respective Administrative Director for approval (signed & dated) 

5. Submit to Federal Programs Director 

6. Written notification of approval from Federal Programs to recipient 

7.  Proposal is identified by applicant’s name.  Notification required in writing delegating authority to 

another person when submitting “Request for Expenditures”.  The applicants name must always be 

referenced in all conversations and on all documentation. 

8. Title II budget to recipient 

*For proposals budget $30.00 per hour for stipends 

*For proposals budget $80.00 per substitute 
 

Supplement not Supplant: 
 

Title II funds must be used to supplement, and not supplant, any non-Federal funds that would otherwise be used for 

authorized Title II activities.  Any activity that has been funded by the district in prior years, is not an allowable activity 

for Title II funds. 
 

Documentation:  
 

Recipient of Title II funds is responsible for keeping all documentation for 5 years. 
 

Unused Monies: 
 

*If any staff member will not be using the monies requested, they are to notify the Director of Federal Programs  

  immediately. 

*Title II funds will return to the Title II budget for anyone who is on leave, displaced, retires, or unable to fulfill  

   their job. 

Professional Development Evaluation: 

*All activities must be evaluated 

*Each evaluation shall include 

    1) Persons responsible and timelines 

    2) What the LEA will do to determine the effectiveness of each activity during the process of implementation 

         as well as its conclusion 

    3) Follow up 

    4) Formative and summative measures 

             Formative-a method of judging the worth of a program while the program activities are forming &  

             happening 

             Summative-a method of judging the worth of a program at the end of the program activities 
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NOT ALLOWABLE WITH TITLE II MONIES: 
 

Equipment, Food, Maintenance Contract, Purchase Technical Services, Rental Car, Supplies 

Approval Notification: 
  

*Letter of approval with budget 

 *Proposal will be returned with approval status. 

 *Partially funded requests will be funded based on priority as indicated on PD request 

 *Budget changes approved by Federal Programs Director 

 *Request for Expenditures form must be submitted and approved prior to spending funds. 

 *Any changes in PD plan/request for expenditures must be submitted on change request form.   

   Approval will be given in writing. 

Request for Expenditures: 
 

 *Approved Request for Expenditure required for all expenditures, prior to spending 

 *Submit Request for Expenditure six (6) weeks in advance to use any Title II monies. 

 *Attach to Request for Expenditure a copy of approved plan with activity denoted. 

 *Need a separate Request for Expenditure for each individual activity and budget category. 

 *Please put a copy of your request number on all documents submitted for reimbursement. 

*When using Title II funds, be aware that whether using it for professional development, travel, stipend, etc.   

   The funds should be used equitably.   

 * “PLEASE NOTE” Title II cannot reimburse any department or school for any expenses. 

 *Any new vendor for Contracted Speaker or Travel will need to provide a W-9 Form. 

Travel:   
 

 *Turn in a Request for Expenditures for approval. Please indicate all expenses for trip and number of attendees traveling. 

 *All travel must follow Calcasieu Parish School Board guidelines.  It is your responsibility to make sure whomever is  

   traveling on the monies you requested knows about the CPSB travel guidelines. 

 *Once travel is completed refer to travel checklist for required documentation. 

 *The person who submitted the request is responsible for collecting and turning in all travel reimbursements at one time. 

 *If you have multiple teachers attending a conference all travel reimbursements must be turned in together. 

 *It is your responsibility to make sure before 2nd week in June that all have received their reimbursements. 

 *TEACHER CANNOT RECEIVE ANY TRAVEL ADVANCE MONIES FROM THEIR SCHOOL to be reimbursed by  

   Title II for the expense. 

 *Any partial reimbursement requires prior approval in writing. (See form) 

 *When requesting “Mileage Reimbursement for Driving Out-of-State” the auditor will need to know, all the names of the  

   teachers from the same school attending the conference, in order to make a fair assessment of the situation. 

Contracted Services: 
  

*Turn in a Request for Expenditures for approval.  Please make sure the name of the speaker and date is on the request. 

 *CPSB Federal Programs Contract packet is required.  

 *Submit the forms in the CPSB Federal Programs Contract packet to the Federal Programs department at least six (6)    

   weeks prior to date of service.  

 *Please do not put any other days on the contract being paid by another fund.  We only want our contract to state what  

   services Title II will be paying. It is strongly recommended for contract to state all-inclusive amount rather than itemize 

   specific costs. 

 *Upon completion please submit invoice signed and dated by you verifying approval of payment.  Attach a copy of the  

   agenda and sign n sheets to the invoice. 

 *Federal Programs sign n sheet is “REQUIRED” for all activities.  It is the only one allowed to pay stipends.  
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Stipend Pay: 
  

*Turn in Request for Expenditures for approval.  Please make sure the dates are on the request. 

 *All supplemental pay forms for stipends must be turned in to the Title II office by the 5th of the month or at 3 days  

   before they are due in payroll department.  *All sign-n-sheets must accompany the supplemental forms, along with a  

   copy of the agenda. 

 *Stipend pay not allowable for clerical or for any long-term substitute of any type. 

 *All hours indicated on sign n sheet must be documented on “supplemental form”.  Any teacher not being paid for the    

   total hours work must be aware of this beforehand.  Please have written documentation of stating the teacher is aware  

   that they will work 4 hours but only be paid for 3 hours, etc. 

*Please be careful to not duplicate a supplemental form.  For revisions to an existing supplemental, please call us for  

   required procedures. 

Substitute Reimbursement: 
 

 *Turn in Request for Expenditures for approval.  Please make sure dates are on the request. 

 *Federal Programs Substitute Reimbursement form required. 

 *The substitute must sign the teacher’s payroll.  The payroll department, not Title II, will pay the substitute.  Title II  
    will do a transfer sheet based on the substitute reimbursement form you submit to Title II. 

 *For consistency for proposal requests, please allow $88.00 for substitute pay. 
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Procedures for Title II Professional Services 

Purchase Educational Services -- Contract Speaker

Six (6) weeks Prior to Activity 

Request for Expenditure Form FP 100/700 (must be instructional) -- one 
per activity submitted for approval by the Federal Programs Department  

Attach a copy of the Contract Forms FP 300-1 and S-514, W-9 for 
New Vendors completed and approved by Administrative Director and 

Superintendent.  If working with students, the person must have a 
background check on file with the Personnel Department  

(No other Contracts will be accepted)
W-9 Required for New Vendors 

Upon Completion

Invoice signed and dated by administrator, agenda, and Federal 
Programs Sign in Form FP 100-4A (Stipend sign in and out or 

Attendance sign in) FP 100-4E 

R/E # on all reimbursement documentation
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• To type in information, “double click” on form below, it will appear at bottom of the screen 

• Once completed, go to File and “Save As” in your folder 
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• To type in information, “double click” on form below, it will appear at bottom of the screen 

• Once completed, go to File and “Save As” in your folder 

 

 

 



12 
 

 

• Form can be found on CPSB Website, Internal Auditing Department 
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• To type in information, “double click” on form below, it will appear at bottom of the screen 

• Once completed, go to File and “Save As” in your folder 
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Procedures for Title II Stipends
Supplemental Pay 

Prior to Activity 

Request for Expenditure Form FP 100/700 (Include activity, date, 
estimated cost) -- one per activity submitted for approval by the 

Federal Programs Department  

Upon Completion 

Federal Programs Department must receive the Supplemental Pay Forms (Hard Copies
{Signed Summary Sheet, individual pay sheet, and sign in sheets}) 3 days prior to 
payroll due date.  Once hard copies are checked, you will be notified to send in the 

electronic file to federal.programs@cpsb.org and federal programs will forward the file 
to sup@cpsb.org  to receive payment for the previous month's services

Title the file -- LOC_Mon._Federal 
Activity & R for E # needs to go in Description of 

services on the supplemental

Employee name (No nicknames or addreviations, must match 
what is in the system and Employee ID# must match the CPSB or 

the Supplemental Form  will be returned to you for corrections

The Federal Programs Department will input the budget code on 
the Supplemental Pay Forms

Federal Programs Sign In Form FP 100-4A must be used
Strike overs and/or alterations on Sign in 

Form FP 100-4A are audit exceptions that will require 
Administrator to initial any changes (white out is not allowed)

Supplemental Pay  Forms will be submitted to sup@cpsb.org by 
federal.programs@cpsb.org only upon receipt of all correct documents.
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• To type in information, “double click” on form below, it will appear at bottom of the screen 

• Once completed, go to File and “Save As” in your folder 
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Form can be found on CPSB Website, Payroll Department 
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Procedures for Title II Substitutes 

Request for Expenditure Form FP 100/700 (Include activity, date, estimated 
cost) -- one per activity submitted for approval by the 

Federal Programs Department  

Teacher leaving campus -- Teacher completes Aesop and Reimbursement for 
Sub Hired Form FP 100-5 is submitted to the Federal Programs Dept. 

Do not AESOP for less than 1/2 day.  
(This should be done on a Supplemental.)

Upon Completion 

Submitted Form FP 500-6 Title II Reimbursement for Substitutes 
to the Federal Programs Department

due 2 days prior to Payroll dates

R/E # on all reimbursement documentation
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• To type in information, “double click” on form below, it will appear at bottom of the screen 

• Once completed, go to File and “Save As” in your folder 
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Procedures for Title II Teacher Travel 

Six (6) weeks Prior to Activity

**Once request is approved and Purchase Order is processed
for registration, there will be no changes or substitutions**

Read Pre/Post Travel Checklist Form FP 500-1
**Give this flow chart to the teacher before approval**

Request for Expenditure FP 100/700 (Include activity, date, estimated cost, 
number of participants) -- one per activity submitted for approval by the 

Federal Programs Department  
W-9 Required for New Vendors 

Submit following forms along with R/E FP 100/700:  Pre Conference Travel 
Form FP 500-2, Copy of Approved AESOP & CPSB #538 Request for 
Conference Travel (if out of state, must be signed by Superintendent)

Out-of-state Travel:  The mileage reimbursement form must be completed by 
registrants choosing NOT to fly.  Submit Form S-505 along with copy of 

Approved AESOP  to Wayne Foster, Director of Internal Auditing. 

If request FP to pay registration, submit registration forms complete with 
names, cost and Administror's Signature at least six (6) weeks before any 

registration deadline

Registration fees and/or travel advances must be reimbursed to Federal 
Progams if individual does not attend the conference. (No Emergencies)

Reimbursements are made directly to individuals (not schools). An individual 
can only be reimbursed for one room and/or one airline ticket.  Do not reserve 

or pay for multiple hotel rooms or airline tickets.  
Credit card must be in employee's name.

Federal Programs Travel Advance Request Form FP 500-4 (airfare & hotel 
only) must be received six (6) weeks before departure -- A/P will not accept 

otherwise.  Must include approved permission to travel and hotel confirmation 
and/or airline itinerary per person requesting advance.  

Upon Completion -- Refer to Pre-Travel/Post-Travel Checklist Form 

FP 500-1 
R/E # on all reimbursement documentation
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TO:  All Personnel 

 

FROM: Wilfred Bourne, CFO 

 

SUBJECT: Updated Travel Approval Procedures 

 

DATE:  May 5, 2015 

 

Earlier this year we introduced a new process for travel approvals using the Aesop program to create an 

electronic approval process.  Despite a few issues along the way it has proven to be effective and 

successful.  Employees have done a good job of transitioning to the new method. 

 

You were initially told that the paper copy of “Application for Authorization of Professional Trip and/or 

Out of Parish, Out of State Travel” which was required for all travel would only be required when school 

was not in session (June-Early August).  We are pleased to inform you that the electronic system via 

Aesop can now be used year-round thus eliminating the need to use the paper system except for extreme 

circumstances. 

 

A manual signature is still required for professional development or school related business that will be 

for an out-of-state trip.  In those cases the approved Aesop form should be printed and submitted to the 

Superintendent’s office for signature prior to travel, as required by procedure. 

 

In an effort to clarify and to further standardize procedures related to this change, the following 

additional procedures are put into effect.  In Aesop… : 

1) If the professional development day (or school related business day) falls outside of an 

employee’s work year and there is NO reimbursement expected, then there is no need to 

record this day in Aesop. 

 

2) If the professional development day (or school related business day) falls outside of an 

employee’s work year and there IS reimbursement expected, then the employee would 

record this day in Aesop even though it is outside of that person’s work year. The employee 

would still need to complete the 7 items in the notes to the administrator and the principal 

and administrative director would still need to approve this day. The employee would go 

through the same steps for reimbursement as they would during the school year.  John 

Snyder will handle the reconciliation process only on absences that have been approved by 

the administrative director for the days outside of the employee’s work year. 
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• To type in information, “double click” on form below, it will appear at bottom of the screen 

• Once completed, go to File and “Save As” in your folder 
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• To type in information, “double click” on form below, it will appear at bottom of the screen 

• Once completed, go to File and “Save As” in your folder 
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Form can be found on CPSB Website, Internal Auditing Department 

S-505 
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• To type in information, “double click” on form below, it will appear at bottom of the screen 

• Once completed, go to File and “Save As” in your folder 
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Form can be found under CPSB Website, Internal Auditing Department, Bookkeeping Forms 
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Form can be found under CPSB Website, Internal Auditing Department, Bookkeeping Forms 
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