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Purpose

• Help administrators understand the 
different types of State & Federal 
entitlements and its intended purpose 
and goals. 

• Review required documentation 
needed when using State/Federal 
funds.



Title I Part A – ESSA 
Fund 211

Title I, Part A is a federal entitlement.

The purpose of Title I Part A of ESSA is to provide all 
children significant opportunity to receive a fair, 
equitable, and high-quality education, and to close 
educational achievement gaps between children meeting 
the challenging State academic standards and those 
children who are not meeting such standards. 

 Allowable cost such as:

• Supplies/materials and equipment that will help all 
students meet state academic standards. 

• Tutorials- Core Content Area. 
• Family Engagement services to assist parents in 

helping their child at home. 
• Professional development for teachers in the core 

content areas.
• STAAR test workbooks and manipulatives.
• Online instructional services.
• Small equipment for student and teacher use such 

as iPads, laptops, projectors.



State Compensatory Education 
(SCE) Fund 164

 SCE is a State Mandated Program.
❑ SCE funding is derived by the identification of at-risk 

students (PEIMS).
❑ Student eligibility is based on TEA’s – SCE 15 qualifying 

criterions for identification.
❑ SCE Funds may only supplement the regular educational 

program for identified at-risk students.
Allowable costs:

• Tutoring
• Class size reduction
• State assessment remediation
• Accelerated instruction
• Individualized instruction
• Extension of the instructional school day, week or year
• Small group instruction



Prior to 
Encumbering 
State or Federal 
Funds

Comprehensive Needs Assessment (CNA)

Campus Improvement Plan (CIP)

Are costs reasonable and necessary to carry 
out the grant project

Funds must be used to supplement (increase 
the level of services) and not supplant (replace) 
funds from non-federal sources



CIP/DIP

Each DIP and CIP should contain SMART goals:

❑ Specific,

❑ Measurable,

❑ Attainable,

❑ Relevant (oriented toward achieving the stated 
goals of the program) and 

❑ Time-bound

Plans must present a true reflection of the 
district/campus needs and expectations. 

❑ Total amount of funds allocated.

❑ Actual dollar amounts for activities.



Sample of CIP/DIP Attachment

Do NOT upload the entire CIP. 
Only the page with Goal, 
performance objective, strategy, 
and funding source being used for 
the purchase.



Periodic Compliance
● Statement that employee worked solely 100% on activities related to a 

single cost object.
● Staff funded through 164, 211, & 289 (Federal Programs)
● Staff funded through 162 & 263 (Bilingual Dept. Mr. Arellano)
● Staff funded through 212 (Migrant Mr. Rana)
● Reporting period (end of each semester or employee last working day)
● Requirements:

○ Employer name, employee name, employee position, description of 
federal program/single cost objective.
■ If job assignment does not match, reach out to HR.

○ Signed and dated by the employee and supervisor with first-hand 
knowledge of work performed.
■ Last date of employment must match Job description 

signature date
■ On certification, the signature dates cannot be before the 

last date of employment
○ Must be uploaded to Title 1 Crate by deadline for Auditing 

Purposes
■ 1st Certification – Uploaded to CRATE 3 weeks after the 

end of the fall semester – due January
■ 2nd Certification – Uploaded to CRATE 1 week after the 

end of the spring semester – due June
●

❑



Personnel Assignment 
Change Form

● First, send form to Human Resources 
● Once approved by HR, form will be sent to Federal 

Programs for funding verification and approval.
● You must receive confirmation of approval PRIOR TO 

MOVING PERSONNEL!
● Once approval is received change will reflect on TEAMS.



Clothing Referrals

❏ Forms must be legible, typed and completed by a campus staff 
and NOT by Parent/Guardian

❏ ALL information requested must be completed for auditing 
purposes

❏ Missing information will result in Clothing Referral being 
returned to the campus and delay the process

❏ Use an additional form if more than six children 
❏ Ensure required signatures are on the form
❏ Attach CIP  proper year with funding amount
❏ Bring originals to our office/send inter-mail.



Technology-Related  
Expenditures
Title I, Part A funds may be used for technology related items if:

❑ In Comprehensive Needs Assessment

❑ In Campus Improvement Plan

❑ It’s Supplemental

� What campus procedures are in place to keep track of these items? Ensure you have 
room number and teacher name of where the equipment will be housed at all times

❑ Campus must maintain proper/specific inventory (fixed assets)

❑ Cannot dispose of equipment without prior approval from TEA

� Can only purchase for core teachers (PE, Music or office staff are not allowed).

� All orders should be submitted by January 2025, NO orders will be accepted after.



Tutorial Services – 
Retired Teacher &
College students with 48+ earned 
college hours
Required Forms:

❑ High-Impact Tutorial- RETIRED TEACHERS/COLLEGE 
STUDENTS 48+ HOURS Proposal

❑ School Calendar indicating the days that they will be tutoring.

❑ List of students/roster 

❑ “Tutor Agreement Form” verify with Human Resources 
(HR) that correct account is being used!

❑ HR Personnel Recommendation Form

❑ CIP/DIP with funding source amounts & referencing the 
tutorial program



Tutorial Services – 
Current DISD 
Teachers
Required forms:

❏ High-Impact Tutorial-CURRENT FULL-TIME 
DISD TEACHERS  Proposal

❏ School Calendar indicating the days that they will 
be tutoring.

❏ List of students/roster
❏ “Extra-Duty Employment Agreement Form” 
❏ List of Tutors/Substitutes 
❏ CIP/DIP with funding source amounts & 

referencing the tutorial program



All Tutorial 
Services 

Function pay will be used

A minimum of five students must be in attendance

All students must sign their own name 

For submission follow the payroll schedule: Monthly 
& Bi-weekly on the ‘Last day to Approve Time Cards’ 
column

NO payment for planning time with federal funds! 
Work done with students ONLY! 

Submit signed Timecard & original “Attendance 
Roster” form



Contract Services

❏ Contract Services form must be completely 
approved before any work is performed.

❏ Must have signature from Federal Programs, if using 
federal funds.

❏ You must bring originals to Elva Guerrero in the 
Federal Programs department.

❏ Be careful that you are not being charged for hotel, 
travel, etc.

Required Items/Forms:
❏ 3 quotes
❏ Evidenced-based references (new consultant)
❏ CIP/DIP with funding source amounts & 

referencing the contract service
❏ Fingerprinting clearance if working with students



Travel Requests

ALL Travel Requests must be submitted at least 2 weeks prior to 
travel taking place and originals must be brought to Elva Guerrero in 
the Federal Department office.

Fund 255 is recommended for professional development.

If using Federal funds to pay for travel, the paperwork MUST be 
submitted to the Federal Programs Office first!  (Funds 164, 211,289 
and 255).

Travel using Federal Funds will be on Travel reimbursement form 
except for registration. 

If federal funds are used for trainings/conferences, certificate of 
attendance must be attached on the requisition (reimbursement) as 
well as hotel receipt, and credit card statement.

If training was in district, the Eduphoria transcript showing the 
training attended with date needs to be submitted within a week.



Travel Request Checklist • Conference meets intent and purpose of grant being used

• Complete typed travel request form with signatures (green form)

• Expenditure budget matches account code being used

• Complete & signed travel authorization form 

• Meals match number of days of conference

• Departure/return dates align with agenda/flight

•  Detailed program agenda/Itinerary

• Hotel reservation
•  Hotel meets GSA guidelines

•  MapQuest for mileage, if traveling in personal vehicle

•  Vehicle rental/Flight confirmation and 3 quotes (if applicable)

•  Registration confirmation

•  CIP/DIP with activity name, fund source, and actual amount

•  Complete employee travel reimbursement form



Field Trips

Required Forms:

❑ Travel Request Form (green form)

❑ Field Trip Request Form (2 pages)

• Travel Request Form- Field Trip/School Sponsored 
Clubs/Organizations/UIL

• Funding Form

❑ Itinerary/Agenda/Flyer

❑ District Bus Request Form or 3 Charter Bus Quotes or Trip Tracker (Detail and 
Estimate tabs)

• Field Trip Quote with Round Trip Mileage Chart

❑ Registration Confirmation

❑ CIP/DIP with activity name, fund source, and actual amount

❑ Lesson Plans - 2 weeks before & 2 weeks after

❑ List of students attending

Field Trips



Request for Extra Pay:
MUST BE APPROVED BEFORE WORK IS STARTED!

Required forms:

❏ Request for Extra Pay 
❏ Use FRINGE calculator to include in the request 

❏ Supporting Documentation
❏ Flyer, etc.

❏ CIP/DIP with activity name, fund source, and actual 
amount

Required forms for HOMEBOUND (USE FUND 164):

❏ Request for Extra Pay
❏ General Education Homebound:  Campus Guidelines
❏ Medical Statement
❏ 504 Section Med form 3 (2 pages)
❏ 504 Section Med form 5
❏ CIP/DIP with activity name, fund source, and actual 

amount



Field Trips Request for Extra Pay: 
Required Forms for each pay period:

❑ Extra Pay Report Template

❑ Sign-In Sheet for Extra Pay

❑ Homebound Tutorial Services Sign-In form (if applicable)




