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What are State & Federal Programs and why
is documentation important?

WE BELIEVE

MADERA UNIFIED

mmm) The State & Federal Programs is issued by the Federal Program Monitoring and the State.
Every year Madera Unified School District is allotted additional funding to spend money on
specific areas. These funds help support student achievement, additional trainings, full-time
and part-time positions, supplies, purchases, etc.

mmm) The State and Federal Program Monitoring agencies conduct reviews to insure that the
funds are being spent in accordance to Federal, State and Local guidelines.

mss) Documentation tracking play a key role in providing evidence during Program Reviews.
Without having proper documentation, the Federal Program Monitoring and the State may
pull the funding provided to the Madera Unified School District. The effects of losing these
funds would mean less opportunities and support for our students, staff and community.



Timelines and Accessing Forms [

MADERA UNIFIED

Timelines for Pre-Approvals and Forms:

mmm) All timesheets, Cal Card statements, Time Accountability and Substitute Verification forms
must be submitted by the first week of every month. DO NOT hold multiple months.

mmm) Cal-Card Purchase request forms must be submitted no later than 2 weeks before purchase.

=) Travel Request pre-approval must be submitted 4-6 weeks before event and 6-8 weeks if a
PO needs to be submitted.

mmm) Out of state Travel Request (TR) needs Board approval - send to AAS office no later than 2
months prior to event.

=) Most forms can be found on the MUSD Website under State and Federal Programs.

hitps://www.madera.k12.ca.us/Page/15180 Do NOT create your own forms.
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Verification
Forms




Submitting State & Federal Substitute

Verification Forms

WE BELIEVE

MADERA UNIFIED

There are two types of Substitute Verification forms
(1) DO General Fund Reporting
(2) Title 1 Reporting:

- COST or SST attach agenda with separate sign-in
sheet

mmm) Conference attach registration and confirmation
- PD attach agenda and separate sign-in sheet

) Agenda and Sign-in MUST have school
name/information, date, time frame,
typed/printed name next to staff signature

Substitute Verification forms should be done daily to
reduce errors. Complete the form as you are checking
AESOP to review teachers absences and verify Title(s)
school business.

Please make sure the following areas are completed on form:

1. School Name
2.  Month & Date

3. Circle the type of meeting (Cost, SST, Extra Time,

Conference)
Name of Event
Date of Event

Total hours
Signature of employee(s)
10. Funding Source (Title I, General fund)

0 0 NOo Gk

11. Site Plan reference (Goal, Action/Strategy, Page #)
12.  Signature of Administrator with date (no stamps)

Submit SV form and supporting documentation to the
State & Federal Program Department.

First name of employee (typed or printed neatly)
Last name of employee (typed or printed neatly)



Must attach supporting documents
(Agenda, sign-in sheet, Class Roster, etc.)

General Sub Verification Form For
substitute used during duty day

School Site: %f kuood

DO General Funds

After meeting mail original
form, schedule and agenda
to Amanda Vela at District

Date (ex. 7-1-17):_Jo2 [ D)) gmes
Date Employee Employee #of Signature Sub
First Name Last Name hours required
(DT | RP 25928 %O
v IZ/Z)/ZS Soco = \v\'u;Jdl-(sor\ 5 L Mﬂvx (]
2[00 Blaee 15 [0 3 , o
o
| Oo|a
0|0
oo
O g
(0O, 0|
Oaral

Documents uired to attach h this form:

Total hours (section needs to h Schedulejz Parent Sign in sheegX(|

Categorical Approval: :
= > (f 07/2812000

Parkwood Elementary School
IEP Day Agenda
Thursday, December 21, 2023

8:15-9:00 am

IEP Meeting JNETIEGG_—

Members attending:
o Sarah Fry, Teacher ¥
e Jessica Salinas, RSP Teacher
o Parent

e Administrator
Teacher Signature, M Parent Slgnawrs‘
10:30-11:30 am
Meellng
Members attending:
© Sara Henderson, Teacher/
Jessica Salinas, RSP Teacher
Leo Mejia, School Psychologist
Elizabeth Alvarado, Intrerpreter
Parent

Administrator

Y W — Y

1:15-2:00 pm

|EP Meeting:,

Members attending:

Stacie Reed, Teacher /
Jessica Salinas, RSP Teacher
Elizabeth Alvarado, Interpreter
Parent

Administrator

Teacher S|gmrsmm Parent Signature ﬂmﬂm’wlfﬂi 274 #ﬂm

2:00-3:15 pm
IEP Meeting: ‘i
Members attending:

o Jessica Salinas, RSP Teacher
Leo Mejia, School Psychologist
Nicole Anaya, Nurse
Julia Joyner, SLP
Parent
Administrator

° e 0 00

mer/m(y canutled

Teacher Signature, Parent Signature

BELIEVE




RECEIVED

n PBIS Team Agenda
JAN 0 9 2024 December 13, 2023 /

8:00-11:30 am
el State and Federal CATEGORICAL ¢~ ~fsmeme1 ]

PAWSitive Celebrations
SIGN IN SHEET. USE FOR

AT e Substitute Verification Formd e Please p rint or b Review Fall 2023 Panorama student Survey Dta
. raf
& CONFERENC For substitute used during duty day After e Ssartig t Staffs Sicnee
£ d COST  ExtraTime documents to the State & ype
School Site:_ DX K156 O, ssT Program Office. Il Data Analysis--Analysis, Share, Set Goals
/ me of Event: = B name next to © What are our greatest strengths or areas of growth?
Month & date: _ | =~ ‘ t3 /03 '—‘5‘5",5 . . mal are yo:: most prm;d of?
. at is most surprising’
Date E: # of Signature Sub S |g n atu reon © What actions did we focus on that might account for these results?
uired © What are our next steps for the short and long term?
First Name Last Name hours g bOt h fO r m S . e How will we know that our practice is changing?

Hl.  Minor/Majors Matrix
© Purpose of revised matrix
® Review MUSD matrix
© Compare/contrast MUSD & Parkwood matrix

8e Plan: 083539 Goa) 2 Jadion
. . Our Mission: Parkwood Elementary will be exemplified for having a positive culture. Students, staff, and
Staff Wi I I S Ig n community will work together to achieve high in , discipline, and Asa
N result, students will be well rounded and prepared to succeed in a global society.
next to their
Sign In (list members in attendance)

printed or ‘/JazzminBaez-Casnllo 7 )
typed name. Sty Qlysent

Samantha Gills |} [ )Q
Funding Source: [ (11£_ [ - 30100 <0 1200 - (90125 Site Plan mm«fzﬂa_\_ﬁ;_ﬁdmjﬁgg

Seratrfry ' I~
0l GT7Q- 42RO ; Alan Maoedo% 7 ) é
= /) Date:__/54)/3/>3

M @ Denise MMW
State & Federal Appraval: L \y@’j ,”/4 / > \/‘Q[ L / pate: | )

N

124 72| Tomuen [Bder -Contin 25 W%‘;‘“‘&m
22 el [Memande [3.5 R)SE———
22 Lorevia [ (NG 25 | g UL

&

1 o NS
000000000

<

s
.
W
~
&
v
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Timesheets

Plan B




i

How To Complete Timesheet Forms

funds

Make sure Copies of Supporting documentation is attached
ALL forms MUST be filled out completely, WET signature ONLY (NO Stamps or Electronic Signature)

If the forms are not complete they will be sent back to the site and may result in being paid by site

®

Nooakwb -~

Full Name

School/Site Name

Last 4 of SSN

If subbing (for whom)

Date

1st “In” section (the time you start)

1st “Out” section (if you leave for lunch) leave blank if
you don’t take a lunch

2nd “In” section (if you return from lunch) leave blank if
you don’t take a lunch

2nd “Out” section (end time)

10. Total Hours Column (total hours for the day)
11. Job Performed
12. Funding Source/Account Code
(Title 1, General Fund, CSI, 21st Base, etc.)
13. Signature of employee & date
14. Site Plan reference (goal, action, page #)
15. Administrator Signature & Date
(Can NOT be a stamped or electronic signature)

WE BELIEVE



Supporting Documents:

Agenda & Sign-in sheet

(both maybe on the same documents)

=
©

0 ONOUR LN R

Site name

Agenda name

Date

Times

Location

Meeting content

Type/Print names of attendees (First & Last)

No nicknames, AKA names, or alias

Attendees must sign next to their typed/printed name
MUST be a wet signature, NO stamps or electronic
signatures

- Conference attendee confirmation & materials giving during training

- Flyers

- Parent Teacher conference schedules

Lastly, submit all documents to the State & Federal Programs
Department for approval.

If documents are incomplete or don’t meet State & Federal
requirements they will be denied and sent back to the
Site/Department for correction(s).

This will delay the process. The employee may not be paid on time.

Site might be asked to use their General Site funds

BELIEVE



H Categorical words to use for job performed.

S 2 2 B R R

Interpreting (speaking)
Edgenuity

Professional Development (PD)
Parent calls or parent outreach
Updating student records
Student supervision

Lesson planning

Parent support w/ registration
Intervention

Assist with student records

H Categorical words not to use for job performed.

L 2 2 2 3

Translating (written)

Teaching

Tutoring (be specific)

Clerical work or Clerical extra work
Saturday School/detention

Prep

BELIEVE



Example: Blue - Contracted Timesheet Employee only

o o
e Timesheet need to have account code with o recens
i A B . 3 CONTRACTED EMPLOYEES wev | ol
(Cconmacre rnrwnn.m,...m SPSA reference information. Ninders Unifcd Schoat Ditrct
il EGORICAL UFFICE . Adciticeal Vns | Ormebins /Sawwmer Puy  fox Sabutines sagir Part SVONPROURICAL OFF
CE
: (Goal, Action/Strategy, Page #) weielogn Homanies  samism
See. Secd S, W e wom D2 Tt | Trsnint n
‘é“ﬁ";) Jort Fj ]( School John Adams '\-n-l-wu-u:--mv—-: Ty - DRI
MADERA UNIFIE . DISTRICT Meeting: ISET Planning i -
3&. ,{o; e 2023-2024 (o o e e e
N Ao ek Maairs, ﬁ; 7% )
o ok Date: 7/28/23 ¥ By |
D oroar 0. 202 Prensent: Marissa Robbins & Yelixza Hemandez 1
Locatlon: John Adams Rm. 17 1
Time: 12:30- 1:30 APy ]
« Create Slides For Insitute Day £ S
« Review Principal 2 2
 Find an activity to do with the staff (fceberg?) =
« Review Principal 1
« Examples for Principal 1 = ]
« Provide resources for teachers on English Leamer Roadmap | e
Staff Member ]s.gm,,a _*___ fl e 070
arigse. Riging bnda‘ [ Wimiagn. Rubl —
L ¢ LI i)
attoadee|(FGecte | Ip?
, ’ = — BUSINESS OFFICE
ey ot e ey .
7 Goal 1, Strategy 2, Pg 4142
o e s b, Tl b e
Pecteg S, mEedas. G100 3570061001500 1130.01-508-0
00 1260 (4 (l t{q LRt —_n'
ﬁ}\ ,uv«/ o= % 5 , Memetonos' Employes's Sgustacs. %{‘)\ Date flﬂ]l§
== 121 Het Awthackng By_E X /
‘_“llm'. ’—ﬁ; ’ #C - lﬂl

Agenda & Sign-in sheet need to have school
information/letterhead, date, timeframe,

print/type name and wet signature
WE BELIEVE



Example: Green - Non Contracted Employees

TTine shenn jaiat be s o by B
*Tiese wheets ere ronnd & 7z s reo

| NON-CONTRACTED EMPLOYEES oxy
Madera Unified Sebool Distriet
Subigituts sadier Part-tise Persoacd

N Sehostrsite ELEN Hrtals

e A,

! (e fotiratng et 10 your Exmeduie Supervin .

ayrel e inr dns @ 5% cakendar S ol ek @AVESORICAL OFFICE
[ Out T Teest tirs
o | amom —on

Job Performed
Foation ik

} |
}
|
| A | === )
o
y Trpe Addisocal o Sumooe: Totsl firs \ ST —
Pay Trpe Qentgne = Safatinia Tetal 8y Hate § __Twtal Paymens
010030 1 4042
ntisg Scarce
77 ) i :
Emplayee's mxi.—vu}:, 1 b ekl it oate_ (- @227
‘ 23

sorged !l}‘;::v\:x:}\ d ,u’\' 7" 1/«
<’ /N oA R Gl
e Al ) A v AR

Please make sure dates and
times match timesheet &

supporting documents.
(must be wet signature)

MADERA UNIFIED SCHOOL DISTRICT
Eastin-Ar
Reading Tutoriny

November 2023

School
fintervention K-6

SMALL GROUP TARGETED INSTRUCTION

NTERVENTION DESCRIPTION: Phonemic Awareness and Decodable Reading
NTERVENTION TEACHER: Elizabeth Richardson

oal 1, Strategy/Actity 1, Page 39

ATTENDANCE
Group 1 8:00-8:30 Week 1 Week 2 Week 3 Week 4
T T T T ! T B
T T Tr T Rl T o e T T
B BEC

XX
I

i

Group 3 9.00-9:30

9
H

i ‘i
I -t
|

X< BRX| R KX B
>
|
!
I

Geoup 1 800830 Viewk 5 Week 6 Wieek 7 Week

Group 6_1200-11:30

— Y i
ELIZABETH RICHARDSON (‘Z{'; X okt or

SGRATURE

H-8p. 3
DA

WE BELIEVE



Yellow

Group of teachers who worked out of their contracted day or hours

Make sure the date and time on the agenda o
RECENED g Desmond Middle School
Madera Unified School District ﬂ h H d h 1 h b 1d
CERTICATED CONTRAGTED EMPLOYESS our  0EC 05 203 reflect what is noted on the timesheet Homerd thielonghores
. AVID Literacy How can we leverage AVID strategies to support our
Meeting or PD Name. Please note: CE stugents read ng growin? How are we supporting our
1 goal in our AVID classes?
OD [ile Teen | Fﬁm*‘inwmﬁj . Example: AVID WAG: Critical Reading Unit
lﬂ: site) | [ Desmond Middle School o Copyof 6-9introtoDisLitUnitSlides
- 2 N 7% 8 Copy of 22Sep_ WhoHasStudentDebt_AWIma._
raconed .t Home of the Longhorns o B Copyof Says_Means_Matters_Template
[ AviD> Elechve 1 7= ] AVID Agenda * B Copyof Reading for the Gist Template
ec
od e = —_— Fundraising ©  What can we do to raise funds for AVID?
=] I8 b ey P P Time: 330pm Material Laptops o Student buy-in
Notes
| Motoons G Tarl 3] | peue| T G| S —
L ; = 7 feam Miss Sm;""""L s MISSION: Jack Ms. Deanda: AVID Excel frayer model gallery walk, present word to class, working on presentation concepts
s Ooondt b gl \ DET= 0 Tearm beleves i prepo ommunitce M ocking Presentations and colge Bro/ect re gong wl, students are pesenting mormaton n smoll
social groups and whole class
Cahaene. Litling 53 4y LY anbizi p-icony g oD s praons shydents o Mr_Cowart: College project and critical reading unit are going wel, students are engaging in writing
) i .| model hard work integrity, and compassion to process
| | H create meanir
Tutors have been amazing this year, very helpful and supportive
thietics prepare More focus on team building and building healthy interactions with students
Update grades regularly to support student growth
SAP THEORY OF ACTION: I
nmphnuwmmﬂgmwrdﬂmlhﬂmcumandeomsluienl\\ddmeeuhmbesl
growth targets. One vy focus on incorporoting ef
]
Norms: Sign In
. partiipete,
« Practice a culture of fun, respect, acceptance, trust, and care. Name Sgmants
® Hear, Vllu'e. and support all mhaguas )
2 ot I 4 Moty Gued [ (07—
P (acoluane LOckwna yortigred sl air o
e NCahec o | L EIAT
going to do'f they did (Extanded Leaming) m PJJF‘ S
Account Code: ‘What How: Outcome:
g ” (fopic): (Process)
4003000 01200 00 MDD . (00 41D .0 i eenn Check-in How are we doing? Glows and Grows
AVID Tutors ‘Wows: Whats going well? - College
Authorited Signature Dept/Site: project
need to address? o
Categorieal: well
Present:
ageotn [ o

BELIEVE




Example:

- Timesheet for teachers who cover another class

MADERA UNIFIED SCHOOL DISTRICT

—LALChGe’ tjuse Science 8 Course Leads’ Review of 23/24 Lioan SRR
RECEIVED 1 wourss
Tuesday, October 3, 2023 oz . 7
" =
MIDDLE SCHOOLS ONLY '8 2% 8:00 am - 3:30 pm 41010175
) MSHS, room 206 1008226 >+ 2

This form is to be used QNLY when the district is short substitutes and site teacher provides substitute 5 1021851

services during one® of their assigned period per day. s v ot 030N E SORICAL OFFICE 71009483 '+

ICAL 483 :

[Reason
SL, PN, s8, |S8 only
BR, NT, 5

1. Greeting &lcebreaker

| _Date | PrepPeriod . Teacher's Name covip
| 7] - — | an 2. Evaluatmq our CSAs
(Roi il ok future work with the new Science DAC
' o DOK chart
T == o Unit2CSA

T 71
|
t
1

I

3. Scope & Sequence
o GVC Alignment Doc

4. Lesson Cycles/Learning Progressions
o Examples: HSS, Sci7, Sci 8
o Research

ack G. Desmond Middle Attendance Class Roster
‘eriod _ Course Title Term Sec# CrsID Teacher Days Room Month# Year I
SCIENCE 8 Y 606 10304 _ Mele, Anna 3 22|

10/02-10/06 | 100081 |_j0z3-10i27
Flu[TWIT[F

Student 1D Studant Name GR [T TwlTTF [ulT

— — 5. Grad ProfllyPEL
[ Rate $49.50 |Yotal Days __ Total Payment $ _ = o PBL Unil
Account Code s s Feed"’:ﬁgs
o )
6000.0:1200-1000-1 o0 SR S Toa
00-00000-0-1200-1000-1125-01 260 $ - General Fund - Site 58|
30100-0-1200-1000-1125-01 4260 $ Title | - Site tsm
Tite - Distrit s
e Name Signaturo sito Timein | Time Out e
R At i p Maria-Isabel Lorenzo Mania Sonerge DO. 7:58 315 g
Jasmine Franklin Jacrine Inarklin MLK 8:00 315 ’
3 Date: | T
B ve: (1173 Jose Mufioz s Was T 8:00 316 //( (D, [0)
= % “To the best of my knowledge, the information contained
OTE: This form must be \ubwumwr JQ Tmu on the Sth gfeach month. /g., ? Anna Mele Claa Mok DMS 8:00 15 \cher (and/or Substitute) Signature  Difte on this attendance sheet is accurate and complete.

;vm 0872012021

WE BELIEVE




State & Federal
Programs

Cal Card
Purchases




Cal Card and Purchases

Any State & Federal funded purchases made without prior approval will be denied and charged to your
General Fund account.

- Cal Card Purchases: Books, supplies, etc.
Conference Registrations
Hotel Costs

Reimbursements: Mileage, meals, parking, etc. (Original receipts must be submitted and NO Alcohol
onreceipt.) Refer to the MUSD Fiscal Department website for Travel & Conference guidelines.

Purchases entered in Escape

11111

Cal Cards are NOT to be used for Amazon purchases or annual subscriptions that will automatically
charged to the card every year. Only purchase 1 year subscriptions at a time.

WE BELIEVE



Submitting Cal Card with State & Federal Program purchases

Cal Card Purchase Approval/Denial Process:

- Submit a completed Cal Card Purchase Request (CCPR) From using State & Federal Funds. Attach a quote or
copy of shopping cart item(s) wanting to purchase.

Director will approve and sign CCPR form or deny the request and a copy will be emailed/sent by
district mail.

- Site Admin Assistant will keep the signed/approved CCPR form for their records. When Cal Card statement
paperwork is due, attached signed/approved CCPR form with purchase receipt.

- Site Admin Assistant will need to submit the Cal Card statement at the end of the month (to the State &
Federal Programs Dept.) with supporting documents for Director’s signatures.

- State & Federal Programs department will process and submit Cal Card statement & paperwork to the

Accounts Payable department for approval/processing..
WE BELIEVE



Reminder: ALL Cal Card purchases using Title funds need prior approval before purchase.

Quote #6674
Cal-Card Purchase Request Form Using Categorical Funds Desmond Middie School Yard Signs Thanik yau lor jour busincas!
Must be Office prior to orders. Failure to do 5o will result in 1o your General Fund. T R Craated Docarcber 20, 2023
[ Name DESMOND MIDDLE SCHOOL Date:01/24/2024 1 1889 W Cont e e
Vendor Name PTM PRINT THEORY m ;n‘luunm Stentien nan
Site or Title | Account | DESMOND MIDDLE SCHOOL-0100-30100-0-1200-1000-4310-00-600-4260 mj""""m"‘
mpenibeory.com
SPSA Goal, Activity/Action, Page(s) | QTY Description stimated Total — ST R
GOAL 3 ACTION 2 PAGE 42 100, INSTRUCTIONAL SUPPLIES-STUDENT AWARDS | 550.00 lkiColy Yhv S
PBIS LOGO 45.00
L Is jm b pa [m|m. Qty |ltems |Price |Taxed|Totat
| 16°X24" 4mm Coroptast Yard Sigas — 100 100 | $5.50| $550.00
| SINGLE Sided Print X
JUST SIGNS
" -
Subtotal 595.00 I: IT $45.00 x
Sales Tax 53.40 R
Tax Cost '::::" :l.n
Foes Total #4500
Shi Cost Sub Totsl $595.00
i - $5340 (8.975%)
Total 648.40 Total Due S840
I v | :-n. :Tn
Administrator's Signature: f’: M
v “ o A e s o e e e
Icatqoncal Office Signature: I Py

: BELIEVE



Example: State & Federal Programs Cal Card Statements

U3 MANCORS AEWCE CONTEN

- 0. 8o 930
age, N 54135853

(L0 Febdull
106481 965756471 P

3
MADERA CA  93438-0853

DATE  BATE  FRANSACTION DESCRITION

MASERA SH SEH DIST PURCH OFE

ACCOUNT MUMBER
STATEMENT BATE 25-33-3¢
—_— e Dan
TOTAL ACTRITY § taston
mmacuwey Siange
WEMO STATEMENT OWL Y
DO MOT MY MR YARENT

RECEIVEI

PUR |C: DBETISS0001YF RYILOR54S508 TAX. 5.00

@ GBW CALANGUAGE TEACHERS §60-2790m CA
PUR |C: 238 TAX: 028

UTTLE CARSARS 0110 G cA

FerEAENCE NUMSER MOE AMORNT
o1as o1 THEORY HTTPIPRINTTING CA JARIMBIHNLSNEK) 9 - D (7
CoRHTY O TAX: 800

O135 0134 FOO0 4 LESS MADERA MACERA CA MRS XA M1 ¢ sE
PUR IC: 00851743 TAX: 0,00

U128 0136 SMARTANDFIAL &) MADERA CA Mammaasasonone 211 . umio
SUR IC: 543t TAX 500

C195 0134 SMANTANDSWAL §3 MADERA CA Mameusaocesa0t! M1 115ssly
PUR ID: 11101 TAX 0.00

@ 6 GROCERY CUTLET OF M MADERA €A B e

MoK W . pese(F

PUR |0 220402 20m NI4T 17 TAK: .00

Delasht Accosntng Code

CUSTOMER SERVICE CALL

500-344-5696

R

Amcuxt put
som

0 US Mancour BUEICE CINTER. W

VS BANK NATIONAL AZSCCATION DO NOT REVET

70 20K ens

ARG O isals

ACCOUNT SUMMARY

PREAOS BALANGE A0

(2 T

CASH SOVANCES £00

Please add the SPSA reference to the BLUE
Monthly Cal Card Purchase Report

Ofioe Supphes.

Travel & Conderence
PBIS DONATION

‘ CHAZAHD  meimscnow

TITLE | PARENT INVOL

TITLE | TRAVEL & CONF

Dueto RS
catering, framing, rentals,

‘school dis¥icts charges.

BRAD HOLCK
Name of Cal-Card Holder

4 i déz 02/28/2024
TR TN o s .

WE BELIEVE




CREDIT CARD PURCHASE RECEIPT

Instructions: Use this form to attach purchase receipts for orders received using the MUSD credit
card. Reconcile the information on this form with your monthly billing statement, sign and date the
form, and submit it with the billing statement to the approving official

ATTACH CREDIT CARD PURCHASE SLIP HERE:

Please see attachment i

ACCOUNT NUMBER TO BE CHARGED:

0100-30100-0-1200-1000-4310-00-600-4260

NOTE: These funds are subject to audit by the District's independent auditor and
Are requir gy

Justification;
GOAL 3 ACTION 2 PAGE 42 -INTRUCTIONAL SUPPLIES -STUDENT AWARDS PBIS

Quote #6674

Desmond Middie School Yard Signs Taackyou lor your buinoey!
T Created. Oocerber 20, 2023
b S Customar Dua Date December 20,2023
Qhﬂ- Total 643,40
IGngsbueg, Callicerta 93631 Outstanding 384840
8so7071714
[P r———
ANLTHORY S
Customs Biling
ard Signs
Quion Cody Quen Cody
(859) 5302557
queotyGmaeraundon
[Catwgory [Ham ¢ [color [Deseripion u o T [ox o Jory  uems [price [Tased[rots |
| Printing Ys Foll | 16°X24" 4mm Coroplast Yard Siges - 100 100 | $5.50| {sss0.00|
[Color | SINGLE Prict x
s sions

2 Jomse i Jomne |
‘Total Quantity 10
Rem Total 50,00
Foos Totat w4500
Sub Totsl $595.00.
| T 85340 (8.975%)
Total Due 54840
Paid 8200
Outstanding $548.40
Thecry sat,

the Qaments has begun 01 the eder.

- (GOAL 3 ACTION 2 PAGE 42 |d INSTRUCTIONAL SUPPLIES-STUDENT AWARDS _| 550.00

by the

SPSA reference needs to be noted
when using Title Funds.

Approved Cal-Card Purchase Request
form needs to be attached to Cal-Card
Statement paperwork

'DESMOND MIDDLE SCHOOL |oste:017242024
vendor Name PTM PRINT THEORY
steor Tite 1 Account_| DESMOND MIDDLE SCHOOL-0100-30100-0-1200-1000-4310-00-600-4260

[sPsaGoal, Page(s) | arv | Description Total

PBIS LOGO 45.00

VED

JAN 9 § 2024

CAT RICAL OFFICE

 Sales Tax 53.40

Tax Cost

BELIEVE



Example: State & Federal Programs Cal Card Statements

.
Sbank Using Cal Card for Travel Expenses CREDIT CARD PURGHASE REGEPT
MADERA UN SOW DIST PURCH OFC
FAPLEER - mu?m form with m:qd;\gumnmuu
[ e MUST be pre approved T R e T
STATEMENT OA TS 21223«
JOTAL ACTMVITY 1i5% .
e TTACH CREDIT CARD PURCHASE SLIP HERE:
g B =l MEWO STATEMENT OM T £ : ? e
L e g oy Ll
- RECEIVED . 1
Atadred die 4o sze.
MONTHLY CAL-CARD PURCHASE REPORT
CATEGORICA f
Rceng,
T _m_ ) JaN
:'-:- '3 Also Include Categorkcal Pre-Approval form i any 3020
e A %
o Fed  Rmows  Yew O fcle  Oded  Sm O Lea MWEGOBIC
Wtcons Sppies et Cade SR S a Ty A OFFige
POST  PRAM SR R SN PR e TR R
DATE  DATE  TRAMSACTION DESCRPTION FETERENCE WOMBER MG AMOUNT Ofice Supplies Moo Code 2 AL s o -
QLSS BAAT GRRAND SERRA ADY DEP RENO WY TGTORITIIT TN B8 4 o VT
- ‘.3;-..""»3 war aui?ﬁ&.m‘um Mg e 3wt | Tl 8 Contornce e o Q1020° ZOIYY O * 120D * s00~ BEA0 QO ~UAD - K508 4
o0 aem 1-»-wu-«m-:‘ A MRS M0 MO b S : ; S AT &2 I‘\aﬂf] %'5 ACCOUNT NUMBER TO BE CHARGED:
vz aem OUR FRONT DESK GO AMAMEM CA MHCATIVNNWI TS IO e SX’ q | e
o o SO e - e ran | [po D1 P DAL el o it n 2 B e R G £500-00- CA0- U280
a - 2 S - e NOTE: Theulund-mwb,aawambyonmsm ‘s independent auditor and
oy, iR e R IR L 5 8 s MV e e B e are required to meet justification. Justification must be sited.
e W I SO PN L i s (L D, Y :
G BT - : . 3730V :
caterng, framing. rentals, .e) ' % =
— Loss Dspte: :
Ot Acoowriing Code = £ w / —3“—2,‘1_
COUNT NUMBER ACCOUNT SUMMARY ‘TOTAL FOR PERIOD ENDING: m-xlﬂ o 'AOMINI TRATOR  PRINGIPAL
CUSTOMER SERVICE CALL 7 =
IALNOGRAANCE s
B00-344-3806 ST4TEMENT CATH] CENmI TR0 AN i w.umwh
e o | sioue | 4
school dsiricl's charges
SEND Bl NG O O AMOLNT D B
L sam  CASH ATKANGE rER 50 a2 -S‘UNME‘\'L— q‘\z_/\ (/k—z“{
$2 ihbecow ey oo v coor et o L
P W e e R © ) clcastomn
TOTAL ACTIVTY 5150000
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MADERA UNIFIED SCHOOL DISTRICT TRAVEL REQUIRES
‘TRAVEL REQUEST AND REIMURSEMENT CLAIM MAIDAHBWAL

Attach Approved Cal-Card Purchase Request -
ith App e
form along with Approved Travel Request form S —— _jﬂz

Cal-Card Purchase Request Form Using State and Federal Funds X
’ gy ;1_.._"_;.__2%;-?:551 ......... =

orders. Fallure to do 30 will resultin 0 your General Fund]
Date: 12-22-2.3

Must be the State and Federal Office prior to
Site or Name MSHS
Bravwd Slewn. Rasort (caoi Copsrentron)

|Vendor Name
Site or Title | Account oo - 39(60 — 0~ (3R~ 1o~ T208~ B—¢96.- ¢z T
Estimated Total

iéiﬁ zﬁ) (| Hoed A Conventro~ AL 350

ps. 39-37

BEIMBURSEMENT REQUEST FOR ACTUAL EXPENSES

BECEIPFTS
DATE, HOTEL PARKING | *BREAKFAST SLUNCH DINNER. DAILYTOTAL

Subtotal
Sales Tax
Cost
Cost Oter parkeg
“"“"‘""""m\(.l— (\ = :32' I::—-rrmm
- N — — e
[P or S nd e rogrm Sranre: NN eef] l/ﬁﬁll/7[ ] e o, fo—

3 u 19AN ¥
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Receipt of transaction
needs to be attach.
Must match the
amount on
Cal-Card Statement

Grand Sierra Resort Reservation Confirmation
1 message

'I‘M&;ndllunw
ly.com
gm-ocnwmw

Thu, Jan 11,2024 at 12:10 PM

Lorg

1-800-501-2651 Reno, NV

confirm your reservation at
bmmumdhmmdbﬁm of Activities.
booking. Should your trave! mdmwlywmammdmdhmu

[7:Home [iotel [2Dining [Amenities [2Entertainment/ Nightife  [[%Facebook [aTwitter

smn-mmcummbnkhm
Below is a summary of your

‘2t 1-800-848
directly at to modify your

. w-hokhmmbmwmumrm
- The Staff of the Grand Sierra Resort and Casino

RESERVATION DETAILS

Online

| Confirmation: _[| 338FRRQO

Date Booked: || Jan 11, 2024

Nasorvallon | jon Steinmetz

Amival Date: || Mar 7, 2024

Departure

Date: Mar 9, 2024

! Sierra Two Queen Room

Room Type: 'Wmnlmmwwmmuu-m“m

guaranteed.

173024, 8:35 AM

Numberof ||/
Rooms:
Numberof [
Guests:
Date Guests  Status  Rate
Mar7,2024 1 Confimed 15600
Mar8.2024 1 Confirmed 165,00
Additional Guest Rate
Nightly Rate & || 5 ond Guest 0.00
ks Third Guest 25.00
Fourth Guest 25.00
Total: §358.28
Pu-mmnmmm-nuha-wmu
is received by the hotel. This payment guarantees your booking.
bt a declined payment may be subject fo cancellation,
Hotw! Dapoolt: Mmmdmln,mmmmummm-mwm
deposit. Unused funds wil be released ‘your credit card
wmmmm-ymupbmnmm-uambuuumm
card statement.
mmmmumm1nmmmwmu
Tourlsm Fee per night. The tourism fee will be collected upon
mmﬁmrmurmkmmmmwm
s CONFIRMING YOUR RESERVATION.
“The Resort's program adds
sv.n.unymhmmuewm If you profer not to
participate, piease inform the front desk agent at checkn,
Cancel Poiicy: || Cancellaion required at least 72 hrs prior to arrival. Cancellation made within
g nmumnw the first night's room and tax.
Grand Sierra Resort and Casino ISP
Iconiconiconicanicon
+ Phone: 775-789-2371
+ Address: 2500 East 2nd Street Reno, Nevada
* www grandsierraresort com

All rights reserved. ©2013 Grand Sierra Resort.
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Each transaction needs to have a = e e —
. e o qu:omrmm nfi
separate yellow form with ——— == — confimed
. 36 sors|  sorsl S;TEP"ANE HAMBLEN Wed, Jan 17, 2024 at 4:22 PM
supporting documents TS e g
;_chd-dm——
3 P CEIPT - wﬁr‘7mﬂ‘1ﬂg
. o on 0
form, ill [Subtotal
ATTACH CREDIT CARD PURCHASE SLIP HERE: Lo g
T e — Parsec Education ORDER #1177
4 e T
Adaclaed due. 5 Bie s @9, /A Thank you for your purchase!
3 = ly‘«.// [ /,/. -?;/CV T =
p § 5 View'y : or Visit our store
@ TRAVEL REQUEST AR B OROPTRICT, | mlaa
am: Stephanio Hamblen Positon; Dean CIA “:-—-:T1
PARSEC Summit Datets: (romy 200172024 .
Lactons i Frosno w0 CA - Order summary
& i : fen
T Ga, Po, 153531 : : —I ;ﬁg Parsec Summit 2024 - Regular Ticket x 1 $307.50
= % i ey s _ﬂx_n.,- E——— b=
NOTE: men-wnmw%wﬁgommww e dly e e e R e I ——
are required to meet justification. Justification must Paring fes e Subtotal $307.50
mm
ama| &) GEbE] 16EE) E Eﬁag:m ij SwmEEE s e
PROGRAM: ’\III‘I/
. smsova Total $307.50 USD
Y i o Wm'umm o ]
B — BELIEVE




Travel Request
Process using

State & Federal
Programs
funds




This information is located

. WEBELIEVE ‘
Meal Reimbursement Rates A TRAVEL & CONFERENCE SOP .
O e o on the MUSD website
Primary Destination  [County Sidauinll  per Board Policy AR33!
(gsa.gov) 0.260 0300 0. ua
IApplies for all locatio .
es for al ns v
Standard Rate without specified rates $59 $15.00 $18.00 | $27.00 — 7
entoch / Brentwood ! |contra costa $74 $19.00 | $22.00 |$33.00 -
/ Ridgecrest |Kern 364 $17.00 | $19.00 | $28.00 | Employees (faculty and staff) traveling on District Business are expected to choose the least costly « If possible enter the purchase requisition into ESCAPE six weeks in advance to receive a check to
[Barstow / Ontario / Sas Braedes o Sivi. | $is.00 [ieis method of Wnspmallon and lodging that meets the traveler's scheduling and business needs. present at the hotel. If payment by check s not an option then a Cal-Card or personal credit card
Victorville 4 . . to ensure that travel expenses are valid District business-related, in must be used  cover hotel expenses.
[Death Valley _ Tnvo 363 $18.00 | $21.00 [$30.00 accordance wih Dl policies and procedures and are a prodenl use of public and District 1unds Al Note on your ESCAPE requisition pertinent information such as: date payment is needed,
Eureks / Arcots / travel expenses incurred by must be in atratk h i
Hi 18. 1. . i firmation number, ind check-out date.
umboldt $69 $18.00 | $21.00 |$30.00 District policy and applicable federal an a i ) registration confirmation number, and check-in and check-out date,
Fresno Fresno. $69 $18.00 $21.00 | $30.00 o pr
Tos Angeres 7 Orange 7 District requires all employees to obtain permission in writing to travel before expenses are incurred. Include the approved Travel Request and Reimbursement Claim Form with the Cal-Card statement.
Los Angeles \Ventura / Edwards AFB less $74 $19.00 $22.00 | $33.00
[the city of Santa Monica When personal and business travel are combined, expenses must be kept separately and may not =
::m"“:"' wsk:s —_— Mono $79 $20.00 | s24.00 |$35.00 exceed the lowest available cost of a direct or uninterrupted route. If the traveler uses an indirect route or Transportation:
Il Valley / San Rafael i " i ibility of
Marin $74 $19.00 $22.00 | $33.00 interrupts travel for personal convenience, any additional expenses incurred are the sole responsibility of
Novato the traveler. Expenses incurred by a spouse or personal guest are not reimbursable expenses and shouid * Wh“"of‘”""" smplcyece are "“"”‘39 jothe same °°"[':;f"°° e d'““’f‘ ::f;e“s f{"“'fg“s to
Monterey Monterey $74 $19.00 | $22.00 | $33.00 not be included in the employee's reimbursement expenses. Garpo (1¥0.00pavataly. Nl el oW, POrech il 1 ¥ Notoe
Nopa Napa <79 $20.00 | $24.00 | $35.00 reimbursed for mileage or gas (except in special circumstances and with pre-approval).
T~ e ) s18.00 | s21.00 [ $30.00 * Contact the Transportation Department to arrange a district vehicle (van) or a car rental.
e Request a gas card when driving district vehicies.
$74 19.00 $22.00 33.00 mbfw °
‘::”’s":n - 'f::;"’f_’: = :m St :m = - = o Airline tickets are allowed when the cost of driving exceeds the cost of flying.
=, Sprag e = = - The District policy BP 3550 and AR 3550 has been established to provide standards that govem safe and o Mileage reimbursement(s) must have back-up to verify mileage (i.e. Google Map) and must be
[Point Arena / Gualala _[Mendocino $79 $20.00 | $24.00 }$35.00 economical District travel while maintaining the necessary controls, accountability, and compliance with attached utilizing the shortest mileage route. *Employees must be cleared by the MUSD
Sacramento $69 $18.00 | 52100 Y applicable federal and state laws and administrative efficiency. Transportation Department in order for mileage reimbursement to be claimed.
San Diego $74 $19.00 | $22.00 « If a district vehicle has been reserved for a conference then mileage reimbursement for private
San Frandisco $78 $20.00 | $24.00 vehicles will be denied (except in special circumstances and with pre-approval).
San Luis Obispo [San Lus Obispo $74 $19.00 | $22.00 'MUSD Travel Procedures: o Transportation from/to the airport and parking are refundable when justified. Receipts are required
520 Mateo / Foster CY /lsan Mateo $74 $19.00 | $22.00 Only allowable business-related travel expenses will be reimbursed up to limits defined in MUSD Board S rimbusement.
Policy 3550. Staff seeking reimbursement for travel expenses must have completed and received
74 X X
I:’"“ z‘"’"‘ :m ::”'“ $ S $19.00 | $22.00 approval on a Travel Request and Reimbursement Claim Form (prior to travel) and must process the
onts H"“ I_""‘ z = 36 Reimbursement Request for Actual Expenses (bottom section) when the trip is complete. Always include
Santa Monica [City limits of Santa Monica $79 a copy of the conference flier with your reimbursements. School Sites and Departments are not
Santa Rosa |sonoma $74 allowed to establish policies that differ from District wide policy. 2 .'ﬂi",f.’,’:’.,".ﬁi’f‘ :;illla:::ya :xl::r:: p'z: m :'gu;‘l’f:ysl ofa r;gal during district business and up to
South Lake Tahoe El Dorado $74
Itemized receipts for meals must be attached to your reimbursement request, if the amount
Al jht and out-of-state travel t be ved by a Ser Executive Cabinet (SEC) Leader. .
[stockton [San Joaquin $74 | $22.00 | overmight ond ouk-okstato trave! must be sipproved by, 8 Senior Execilive Ceblnet (SEC) Leader. exceeds per-diem rate, the employee will only be reimbursed up to the per-diem rate.
i::n’:v;le /PaloAlto/ fo o Cara <74 $19.00 | $22.00 « The district rei form shall be by original, itemized receipts and any
Registration: explanation necessary to document the expense. Please do not combine purchases when traveling
:"“" ot :'“'; ‘;; ’;Z‘z: ’::'gs with other employees or with family members. Each employee should have their own meal receipt.
ruckee ovax $: $204 24 A Travel Request and Reimbursement Claim Form must be completed and approved by the Do not claim meals that are provided at the conference.
Visalia Tulare $69 $18.00 | $21.00 appropriate supervisor. « Do not include any alcoholic beverages in your reimbursement receipts.
[West Sacramento / Davis|Yolo 69 $18.00 | $21.00 . Ccnlemno:' registration forms, brochures including the conference d;scriplion, and sy om:r
e pertinent information must be included with the Travel Request and Reimbursement Claim Form.
Yosemite National Park_IMariposa 379 $20.00 ] $24.00 | o Once the conference is approved, a purchase requisition must be entered into our financial system
Effective JULY - DEC 2023 mileage rate: $ 0.655 ESCAPE. NO RECEIPT, NO REIMBURSEMENT, NO EXCEPTIONS
Effective January 2024 mileage rate: $ 0.670 SEC Approved August 8, 2023 Allow three to four weeks for reimbursements to be processed and checks to be mailed
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Reminder: Trips MUST be pre-approved prior to making arrangements and attending conferences

Please send required paperwork to the State & Federal
Program Department

Complete the top portion of the Travel Request form:

1.

10.
11.

0V 0N A WD

Name

Position

Site

Conference/Activity

Dates (the dates you will be traveling)

Location

State

County

Cost of substitute daily rate X days (if applicable)
Personal miles x rate (if applicable)

Conference registration fees and mark the box with
YES or NO (as to) if the registration fees are being
paid using Cal Card or Purchase Order (if applicable)

13.
14.
15.
16.

16.
17.

18.
19.

20.
21.

Parking Fees (If applicable)

Other Transportation Costs (If applicable)
Reimbursement meals (If applicable)

Meals CAN NOT be reimbursed if included at
conference/training

Estimated Costs

Funding Code with SPSA Reference

(Goal, Action/Strategy, Page #)

Site/Dept. Administrative Signature

Principals or Directors attending a conference must
obtain approval and a signature from their assigned
Associate Area Superintendent (AAS.)

Date

DO NOT complete the BOTTOM of the form until after
the conference.

BELIEVE



Before Attending the Conference

mm) Attach supporting documents (make copies, don’t send =) |f Denied: It will be sent back with the reason for denial. You
originals) may complete the process through your General Accounts. The
State & Federal Dept. is no longer a part of the remainder of the
1.  Cal Card Purchase Request Form (if using Cal Card) process.
2.  Conference information and price
3. Map from Google or Mapquest with starting point and mm) If Approved: The forms will be signed and sent back to the
destination to calculate miles ($0.67 cents per mile school site to enter the information in Escape or to make the
effective Jan. 2024) approved purchases with Cal Card (if applicable).
4. Hotel quote
5. Flight quote (if applicable) mm) There will also be an instruction sheet attached stating that the
forms need to be returned back to the State & Federal Dept.
mmm) Submit to the State & Federal Dept. for approval once the employee returns from the conference.
- The forms will be date stamped and sent to the Director for - Site/Dept Admin Assistant will register the attendee, make
approval or denial. traveling arrangements, etc. They will also submit payment via

Cal Card or Purchase Order as well as holding the paperwork
until after the staff returns from the conference.

WE BELIEVE



Complete the top part of
the TR form

. TRAVEL REQUEST AND REIMURSEMENT CLAIM
| ALL conference attendance must be approved in advance by your Department/Site Administrator

Counselor MHS
Namg; Becky Vaidivis Position:
‘C5U Counselor Conferance. Daseiry (trom) 103723 ) 107723
XOUMUST ATYACHA oF
R ) e}
) CA {eveneyy Tie HECEH/E|
constraing: » 1

_CATEGORICAL OFfice

EUNDING SOURCEACCOUNT CODE: -
[0 BRITJIA 0] (o [DIoe)

Emat nos cispiaying csrracey?
View & in your beowser.

Hello Michael:

With National Decision Day around the corner, we hope you feel a sense of
pride and accomplishment as your students prepare to make one of the most
transformative decisions of their lives. Our 23 California State Universities are
ready to welcome your students this fall,

The Office of the Chancellor and CSU <ampuses are also gearing up for the
2024-2025 admission cycle. In that regard, we invite you to save the date for
our 2023 High School C Confe This year, dees will
have the option to attend a conference virtually or in-person at 5 locations
across California.
By attending a conference, you will:

« Connect with 23 CSU campus representatives and administrators

* Learn about our new Transfer Success Pathway and Transfer Planner

+ Obtain key admissions and financial aid updates

+ Gain insight on Cal State Apply application enhancements

« Discover various support Pprograms available for students such as the

Educational Opportunity Program (EOP), Dream Centers, etc.

Registration and fees
Counselors i il notification when registration opens in mid-
May | conferences will be:

on) beginning August 1, 2023

2023 Counselor Conferences
Dates and locations

"o jle Maps Madera High School, 200 S L S, Madera, CA Drive 64.4 miles, 1 hr 2 min
o P 93637 to Visalia Convention Center, 303 E Acequia Ave, Visalia, CA 93297

Madera High School
200 SL St Madera, CA 93637
Geton CA-99 §
3min (0.6 mj)
T 1. Headsoutheast on S L St toward W 7th St
02mi
€ 2. Tumleftonto Olive Ave
04mi
A 3. Use the middie lane to merge onto CA-99 § via the
ramp to Fresno
0mi

CuMnuMDMSthI’h.MM!WAMCk|“
E

57 min (63.1 mi)
A 4 MergeontoCA99S

563mi

P s u-mommmmhmwmmwmr
CA-198 E/Visalia

05mi
A 6. Mergeonto CAT98 E

6.0mi
Pz Tlhun|D7AtoMﬂeunoCM3N/WNoNn
Ave toward Cutler Orosi/Kings Cyn

02mi

MMMMWMEAV-.TI‘DSOWRS{WE
Acequia Ave

3 min (0.6 mi)
A 8 Merge onto CA-63 N/W Noble Ave
03mi
€ 9. Tumleftonto $ Court St
02mi
10, Tum right onto E Acequia Ave
© Destination will be on the right
a4oft
Visalia Convention Center
303 E Acequia Ave, Visalia, CA 93291
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== |f you are using your site administrator’s © HYATT REGENCY
cal-card to reserve and pay for hotel, please l oA AHsC oA

Spa

make sure to ask if you need to complete a Credit TSI o comnmanonn e
Card Authorization Form.

=) This will avoid staff ,who are attending, from oo comc e
having issues when checking-in at the hotel B S R s

using their Administrator’s credit card

COMMENTS

atany time prior to
the arrival date.

=) Note: Each hotel has their own Credit Card
Authorization Form

SIGNATURE OF CARD HOLDER DATE

B Condtos.

BELIEVE



mmmm) The attendees will need to complete the bottom portion of the original travel
request form and submit to the Director of State & Federal Programs Dept.
for signature/approval. The areas below need to be completed in this section,

After Attending the Conference

if applicable.
1. Date
2. Parking (Valet parking not covered)
3. Breakfast, lunch, & dinner (refer to MUSD Meal Reimbursement
Rates)
4, Meal receipt MUST be itemized
5. Meal receipts MUST be taped on a white sheet of paper labeled
with breakfast, lunch and/or dinner (Tips will not be reimbursed)
6. Transportation Costs (must attach map with mileage)
7. Other (Uber, taxi, etc...) Need receipts
8. Total reimbursement requested
9. Print name with date (attendee’s information)
10. Signature of attendee
11. Last 4 digits of attendee’s SSN
12. Site/Dept. Administrator signature

2024 Travel Meal Reimbursement Rates

Travel Request Procedures

mmm) Only MUSD Per Diem amounts will be reimbursed for parking and meals, etc.

mmm) Attendee will not be reimbursed for purchasing hotel, flight and conference
registrations with their personal credit cards.

mmm) Receipts must be itemized. The receipts should not include alcohol, tips, or any MUSD
unauthorized purchases. (If this occurs, reimbursement will be DENIED.)

mmmm) If there is no reimbursement, write “0” on total reimbursement requested and have the
attendee print and sign their name on the bottom section.

mmm) Site /Dept. Admin Assistant will review the attached documentation along with
reimbursement (if applicable) and send it to the State & Federal Programs Dept.

mmm) State & Federal Programs Dept. will review and finalize the documents and send
reimbursement paperwork to the Accounts payable department.

mmm) Accounts Payable Dept. will issue payment to the attendee.

WE BELIEVE



Complete the bottom portion oij the TR form
and attach all supporting
documents/receipts including the approve
Cal-Card Purchase Request form.

Total reimbursement needs to be noted.

Nate: Becky Vaidvia Ponitons Counselor SteDepartment; MAS
U Gomaaor Gonarcs Dt oy B2 0323
Locaton: iy Vissi (ot CA e e e
popS 3 s o CW;OF!CA OFFICE
Persco mdes 1288 x 555 cume . L

;um-:[] ’:“w‘

oartE CF | PARKING | *SREAKPAST “LuNCH “DINNER DAILYTOTAL
09 203
s achos
CATECS[TS
Conterene Regratin e
Bl T p——— 3
e o, ...
e ——p—
PrinName: oaTe: 107182023

P R
Depermeation Adaikrtr: (s p—/n 2
o ;sz //;/9?22

T3
e e
T o e e e Jowe:_sasm
[vendor Name 1300100 5200004004250 G1A3 P36
e o
" it
N L E— S——
E Visaa, CA, October 3, 2023
oy
ot e O TR
-
T
—_—
|Tax Cost 2
0
ey Coxt [T
ot
/ )
A T A L
e N ey WA
T — PN Qe | NI
[Cotegorica Office ignsture % P

le Maps ~ Madera High School, 200 S Madera,CA  Drive 64.4 s, 1 b 2.min
° 1EMIEPS 9363710 Visaa Comventon Cantr 303 Acequia Ave,Visalia, CA 53291

High sehooi
200t Madera, CA 93637

Gatoncasss bYyxa= (228 miles
smntmy
1. Hendsouthestons LSttty
-

Q2 Tumleftonto Obve Ave

oam
A 3. Use the middlelans 1o merge onto CA99 S via the
ramp o Frasno

oim

(Continue on CA99 S0 Visala Take exit 107A from CA<198
€

min@1m)
A 4 MergeontoCA9S
ssam
P 5. Use the 2nd from the it ane to take ext 97 for
CA198 ENVIsaln

osm
A 6 MageontoCATsBE
som
P 7. Take axit 1074 to merge onto CA463 N/W Noble
Ave toward Cute Oros/Kings Cyn

o2m

‘Continue on CA-63 N/W Noble Ave. Taks § Court St to £
Aceauia Ave

A 8. Merge onto CA63 /W Nable Ave

3mn@sm

oam
Q9 Tumleftonto Coutst
ozm
10, Tum ightonto € Acequia Ave
© Destination wil be onth right
won

Visata Convention Centar
303 £ Acequia Av,Visalls, CA 83251

Hello Michael:

With National Decision Day around the corner, we hope you feel a sense of
pride and accomplishment as your students prepare to make one of the most
transformative decisions of their lives. Our 23 California State Universities are
ready to welcome your students this fall,

The Office of the Chancellor and CSU campuses are also gearing up for the
2024-2025 admission cycle, In that regard, we invite you to save the date for

our 2023 High School C This year, will
have the option to attend a conference virtually or in-person at 5 locations
across California.

By attending a conference, you will:

« Connect with 23 CSU campus representatives and administrators

« Learn about our new Transfer Success Pathway and Transfer Planner

* Obtain key admissions and financial aid updates

+ Gain insight on Cal State Apply application enhancements

« Discover various support programs available for students such as the
Educational Opportunity Program (EOP), Dream Centers, etc.

g
]
]

il notification when registration opens in mid-
May irtyal conferences will be:

on) beginning August 1, 2023

| 2023 Counselor Conferences
Dates and locations
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Meal receipts need to be itemize
with no alcohol.
Tips will not be reimburse.

Refer to MUSD Meal Reimbursement Rates

118

Gt 0w Ay
foval or s ahe)
by Visiting v scdvion oo
Ll L
Ollm (L] .I

_lwlmw-‘
Scleralo 'y Restarat £S5

i

Thark Yo W hied Comtomer
e 0 B/0e T8 N
Sunl Jroer 1F

1 0o Qe 414y nmn
1L G

Sdnctal "
Tax
Toka-Ovt Total

e
O

W 3015
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Viee SR
IRAEALTIO MO
CINTICREES
ADCHIZATION 0NE - 0RE
e E5Ed
AL Q0000003 01
Melora 'y Restarset

ef fe
B3 aua

allead w2

5190 0 for Mbcna 14 s reecos

4 hr 23 min 126616 miles)”

Madera to Disneyland

W? work Dusmad s Scied
P Work— ~MU e

@ Madera

\e
T

Head toward N H St on W 4th St. Go for 01 mii

Then 01 miles.

R Turnlefand take ramp onto CA-99 §. Go for 130 mi.

Then 130.3 miles

T

Continue on CA-99 5. Go for 247 mi.

Then 247 miles

1+

Continue on I-5 . Go for 617 mi

Then 617 miles.

|

Keep left onto I-5 S (Golden State Fwy) Go for 250 mi

Map with total miles needs
to be submitted for
mileage reimbursement

BELIEVE
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Ballast Point Disneyland

1540 § Disneyland Or
Anzhein, CA 82802

Server: Nike H
Check $38 Table 208
Guest Count: 2
Ordered: yeE
1 Fuze Unsweetened lced Tea $4.00
1 Caesar Salad 21.00
$ Grilled Chicken Breast $5.00
Subtotal £1.00
Tax Rate - Anahein .

Total @

18%: (Tip $5.50 Total $38.98)
208: (Tip $6.20 Total $39.60)
22%: (Tip $8.82 Total $40.22)
Tip percentages are based on the check
price before taxes.

Powered by Toast

(11
Reeeefak

llgwel
—) )

Great Maple
1717 S. Disneyland Or
#101

Server: Azya 0104
10/2 1W0:10°A4
Guests: 2 20001
Reorint #: 1

Iced Tea 5.00
Pancake Pops 21.00
Side 2 Eggs 4.00
Subtotal 30.00
Tax 23
Total 32.33
Balance Due

Thank You For Dining With Us!
DISNEYLAND Resort is authorized
to accept payments on behalf of the
Great Maple Restaurant as its linited agen
Your cbligation to the Great Maple Restaur
is satisfied by your payment to
the DISNEYLAND Resort.

A AN AR A A
BLACIK TAP ANAHEIM

OS71 PAGR# 2 #Party 1
mvxlszcmn:mm'

1 TeXan burger, burger temp,
ned vell

.50

1 BROOKLYN BLACKOUT 16.50
Sub Total: o

Ta) 3.02

01/18 6:4pTOTAL : @
A e e eSS A AT
PAGER #: 2, 6:41p

ollgwek B

lfual?ﬂ

r g

Helcone to Chick-f11-A
Valis:ia Town Center FSU (302317)
Santa Clarita, CA
(661) 799-3063
Operator: Ton Williews

CUSTOMER 008Y
V1972024 2:00:29
DINE 1N
Urder Mmbor: 11092355

Goest: Cody
i Keal-Strips dct 12.59
Strips 4
fries LG 0.44
16 Tea 0.4
7 ChA Sawe 0.6
b lotal: $.45
B 5126
fotal: s
Thange. 30,00
Visa:
Veglaler:4 Than Seq Wz 11092355

Casnir :NINR

Fgot to o
O, chick-H1-a. cow/forgotZscan

Jan 19 2024 2:08 pm

Cord tusber FebsAEes 49564
Card Type < VISA

Aoprove) + 029060

AID + A0 I0

= "
1 nes a plessute serving you! w/(j H <
o ol

If meal goes over the allowed rate,
employee will only be reimbursed
MUSD meal daily rate

Tips will NOT be reimbursed

e e
ASBWorks 2024 11th Annual Conference
January 17, 2024 - January 19, 2024
L — (o] Cre— o
Payment Information Crern 20
E— 2824
. '
Payment iformation S e R
e O TG ST
<oatae pr——
s I—-'  SLasT 000 V80121200
oy
e EP v g o
- ks Tabtoy S0 127200
-
PR —— “
wwten suanes L e —
aang A3z Orana totar
330 Seum 3 swent
o— Wt resarvaven
e
-
pr—
- ey -
vasws P o]
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If NO reimbursement,
the bottom part of the
TR form still needs to be
completed and
submitted to the
State & Federal
Program Department
for processing

- -
Lint o b oot e g . e fon o i = e

L S—
=
[ Y

S s v (it e e L Ca—

g e
o Waarmion e . W o5 |
s e
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o, e n caTicrmL sl MZ) o L

. b 252207 A £

feve e

paranias

ann ) BAALY TOT AL

e ten o by o oo
o i,
TOTAL MEIML N e T RO TED.
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Vou o o v o e b kb i o gt

ot e
fem— T 2R
wonnme LFL

-

ViIZ33
sare JL >
) 1904800t ettt s 12324
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Scanned with CamScanner

Join Us!
HANFORD STUDENT CONFERENCE HOSTED BY
AREA C

DATE: Monday, October 16, 2023

TIME: 8:30 AM - 1:30 PM

REGISTRATION TIME: 8:00 AM

LOCATION: Hanford West High School | Hanford, CA

Join us for our annual student conference at Hanford West High School featuring CADA sponsored

motivational speokers ond over 30 workshops! Topics will include everything from developing your leaders to
teaching them skills ond techniques they con use in leadership the next doy. Come grow with us!

CADA Members: ﬁon-CADA Members:
$35 - until Sept 22
$40 - Sept 23-Oct 6

$40 - until Sept 22
$45 - Sept 23-Oct 6

Visit www.cadal.org/areaC and register online now!

b ment n I
i icy; All concellations must be received in writing to events@cadal.org two weeks prior
dote of the event If you are canceling your entire registr: prior to two weeks before the event you wi
refund. If you are reducing your attendee count by S or students/odvisors CADA will give a full ref se
Jelegates Any more than S attendees will be ot the discretion of the event organizer for the amount refunded. There are
NO refunds given after the refund cutoff dote.

Questions: 831.464.4891 | events@cadal.orq

BELIEVE




What to do if a staff member does NOT attend

conference:

1. Notify the State & Federal Programs department
immediately

2. Complete the bottom part of the Travel Request
and Reimbursement form (TR)

3. Put(0) for total reimbursement requested

4. Have staff print & sign name, date, and last 4
digits of SS#

5. Note why staff did not attend

6. Site Administrator or Supervisor needs to sign
TR form

7. TR form needs to be submitted to State & Federal

Programs Department for processing and
auditing purposes

Travel Request & Reimbursement Form NEEDS to be completed
and returned to State & Federal Programs Department

REIMBURSEMENT REQUEST FOR ACTUAL EXPENSES

[ COMPLETE & SUBMIT THIS SECTION WITHIN 10 WORKING DAYS AFTER YOUR RETURN FROM CONFERENCE J

ARED FOR HOTE!
REac

E]’MK'ASI‘ *LUNCH “DINNER DAILY TOTAL

APR 09

PA"IEQS‘nm, o
TORLCOFTICE

Conference Registration Fees ; 5’
Transportation Costs (mileage, car rental, etc).... K
Other (parking, taxk, efc) ...
TOTAL REQUESTED:. . . 17

Ilmaumunhmbmh‘nummhmn#h n X in the bex.

You will not be reimbursed for meals incleded in the cost of your registration.
REIMBURSEMENT ' B
Print Name: mm 3 DATE: A PA)
SIGNATURE: Last 4 digits of your Social Security # XXX - XX
o ﬁ NN o

/1272020 )
o T - 1 eond OB ey 4
e Mrs. Pucia Jid nddEETena O FIEr I .
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Budget
Revision

Request




Budget Revision Request

Budget Revision Requests are used when you need to move State & Federal
Funding from one account to another.

All request must be submitted to the Director of State & Federal Programs
for prior approval. If you are moving funds to purchase a specific
item/services, a copy of the quote will need to be attached.

If the transfer is being requested to cover a specific
purchase, then you will need to attach a copy of the item(s)
being purchased.

- Budget Revisions that are under $5,000 can be done via email request to
the Budget Analyst and State & Federal Programs Dept. (Site still needs to
submit a BR form for approval and auditing process)

- If approved, a copy will be sent to the Budget Analyst for
completion of the transfer as well as the school site to

complete the purchase request through Escape.
Complete the form.

From (name of person requesting the revision) If denied, a copy will be emailed to the school site for further
Site/Department direction.
Date

What are you paying for with the budget revision?
How much does each unit cost?

What school or educational function is being served by the budget
revision below? (mark sections that apply)

7. Have you modified your Site Plan Worksheet to reflect the budget
revision below?

8. Complete the budget lines and amounts. (the amount $ from and to

9. Department or Site Signature WE BELIEVE
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If the transfer is being requested to
cover a specific purchase, then you

@ classkick

Only request when it is a NEW vendor to MUSD

ill need to attach f th st
Will heed to attach a Copy O e Quote#: 22961 Exples: 27302024
. . R
item(s) being purchased. - R Fo—
Classkick Pro Teacher (Annual License) 5 $399
1teacher account and up to 200 student accounts, ends
NOV 2 8 2023 1year from date of purchase
Madera Unified School District
BUDGET REVISION REQUEST Total* s $1,995
Emat_budget@naderausd.org Busget Team: CATEGORICAL OFH .
Torets a * Save 50% and with a credit card from the
From: [Maria Sandoval ] Dept: [Desmond Middle Schoot ] Date: teacher's Classkick account!
What are you paying for with the budget revision below? MATH DEPARTMENT-CLASSKICK 5 5
; i / ;
How much does each unit cost? 398.00 X 5 TOTAL 1995.00 How to Pay
1. Submit a purchase order:
. o chool o student activities ©
Function 1000 Function 2495 Function 2700 aP.0., ple: emall of the person receiving the subscription.
Development 0 Ubrary © o Other:
Function 2140 Function 2420 Function 8210 8110 2. Mail a check to:
Classwork Co DBA Classkick
Have you modified your Site Budget Plan Worksheet to reflect the budget revision below? Yes © No © PO Box 772728
Area 22981
FUND | RESOURCE | YEAR | GOAL | FUNCTION | OBJECT | suBoB) | SITE DEPT Move $ FROM | Move $TO Detroit, M| 48277
) o | ww anny ) ao | oo |
1 0100 30100 0 1200 1000 5885 00 600 4260 . 2,100.00 T T s v
2 [ owo 20100 o | 1w 1000 10 ) w0 | a0 210000 Help and Resources
3 FAGs
: View our EAQs here.
s Torms
7 Ourwos 30
$ 2.100.00 $ 2.100.00 prangy g or via
eariier before end date. This Order Classkick's Terms of Service
Common Oblects: v g
Printshop 5715 2
Instr. Supplies 4310 Categorical Signature: CH =
Tech Order >$500 4485 Department or Site Signature: /) e A IR 111171
School Bus Transportation 5716
e
https://www.madera k12.ca.us/Page/6840

e
=S e i

21 et o s
ol n neled by
2 e srect 10 baci e
3 1m0 U chiten or ot U5 parsan oefined o and
5 b
oo e
™ o
890 | gt
Mow | SRy 073 Seer 01/122023
o 4
)
. s
Furs Gorviopments. o i Wit dorratcn siod Smormrts .
e 1 Form W9 0nd e amore, wch i - S NS Mk s fd s and e e
g sy g o 1089-8 Graceecs rom e et vasactors)
Purpose of Form

M et ey P 8 ) v @ e e 4
rhoration e wih e (1S must ctan yous comec Wpere
Garication smer (TW) which My be yous Socil securty uer

TN, adcpton
umber ATIN, of amplyer Gantfcason
54,0 oot o0 n emation mam B i ol 0 You. & aer

* Form 1008 Prame mrigage rimrest. ICHE (sbe loan itwrest,
o patont
* Form 300.C feanceies dech
* Fom 1000-A facqsation o shardnmant of secured prage)

Une Form W5 only £ you w9 3 U5 parsen (nciuing s reestet
Wi, 2 e your comect TH

£ y0u 20 it ek Femms W0 10 10 s w0 8 T pou gt
Do Subject 10 DAck.D WO See What 8 DackL eI,

Toem W0 o 13300
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Student and
Parent

Involvement
Field Trip




Student and Parent Involvement Travel/Field Trips

Using State & Federal Funding to pay for Student and Parent Involvement Field
Trips/Conferences (i.e. ASB Leadership Conference or Field Trips with Parent participation)

Student/Parent Involvement Travel/Field Trip Process

Must have prior approval by the Site Principal and the Director
of State & Federal Programs.

Travel Request pre-approval must be submitted 4-6 weeks
before the event and 6-8 weeks if a PO is needed to be
submitted.

If using Cal Card to pay for anything, you will need to complete
the Cal Card Purchase Request form and attach to the request.

Student to Parent ratio: Parent participation is 10% of the
student participation total (i.e. for every 10 students, 1 parent
is needed.)

Make sure Field Trips are part of your SPSA Plan

WE BELIEVE



Complete the State & Federal Student and Parent Involvement Travel/Field Trip Request Form.

WO NOUL A ODNR

School
Class/Organization
Teacher/Director/Advisor
Name of activity/event
Date of event

Location of activity/event
City

State

Method of Transportation
(Do NOT note Charter Bus)

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.

Number of students

Number of chaperons

List of attendees with titles

Description of event and how it reflects the SPSA
Event costs

Funding source/account code

SPSA reference (Goal, Action/Strategy, Pg#)
Transportation costs (NO Charter Buses)

Site Principal/Department Admin Signature
Date signed

BELIEVE



State and federal Program Department
Shet G Tt Dooh i TR T ot - Attach a list of attendees and identify if they are a
e " g i g student, parent, or staff member.

ip, Districy’s for Board approval.

Name of

Attach anitinerary with a flyer or information
regarding the event/conference.

Location of City, State.

All drivers AR 4222.2, BP 4122.2(a) and BP
a2 [{ 1),

" bie; ; District

vehicle)

Number of students attending: ___ Number of chaperones: Certificated Classified Parents

List of Attendees

Submit the request to the State & Federal Programs
Department for approval

, student, or parent. Please note for every 10 students attending 1 parent must

Names dees- ‘Affliaton etc]. | Names of attendees: AT etc).

If approved, items will be returned to your site and
travel arrangements can be made.

\d pacents he goals of the
School Plan for Student Achievement. (SPSA). Complete and use an extra sheet of paper if necessary.

If denied, it will be noted. The forms will be sent back
to the site. The principal will need to decide whether
: . - to use a different funding source or cancel.

Site Admin: Date:

1111

State and Federal Program Use Only  Approved: Denied:

Director of State and Federal Programs: Date:

BELIEVE



Colors of India Field Trip Itinerary

2/26/24

6:00am: Students meet at Front of Campus Loading Zone

6:30am: MUSD bus will transport students to Colors of India, San Francisco
8:00am - 8:30: Bus will arrive at Casa De Furita for restroom break

10:30 am- 11:30: Students will arrive in San Francisco eat breakfast/ small snack
11:30am- 2:30; Students will enjoy the event

2:30-3:30am: Students will eat a picnic lunch at the event and use the restrooms
4:00 : MUSD bus will depart from Colors of India, San Francisco

5:30 - 6:00pm Bus will arrive at Casa De Furita for restroom break

6:00 - 7:30 Arrive at Thomas Jefferson, guardians will pick up students

30 students
2 Certificated
6 Parent Participants

Request to use Title | funds to purchase yansportation for 30 students, 6 parents, 2 Certificated
8ducatons 10 attend the Colors of India field ¥ip on 226/24. Six active particpants will be parents and
the 30 students are part of our History class. In World History we do a8 comprehensive study on ancient
civiization, including but limited to Ancient India. We approach our ieaming from an angel where we
correlate ancient Ideas with modem day cultural leaming. This fiedd trip will facilitats learning about the
Indian Cuiture, being that demographically tha Macera Unified School Distnct stucant rata of Asian
student population is the same as our Black/African American population,

Thiss trip and the inclusion of parents is supportad by Goal 1 Strategy 2 pg. 41, Goal 2 Strategy 3 pg.
80, and Goal 3 Strategy 3 pg. 71 of our SPSA as oullined below. As & community schocl, we also
promote parent inmvolvement and acucating our parants. The Colars of India Is an organization
codicated to promoting the artistic and cultural heritage of India by sharng rhythms of Punjab through
parformances. Cofors of Indlia visian is to bring peaple together from all walks of life throwugh music and
dance and 1o creale 8 community of all 8ges and ethricities Moving in harmony. This will De & learming
opparunity for both students and parents; taking the leaming outside of the classroom.

Goal 1
Swong Core Academic Programs - Build and sustan a standards-aigned nstructional system that
Promotes & oulture of hgh SIANdAS 107 all SLGANS. Wi INe AXPACIASON NAL A1 Mudents complets
scademic programs of study thal equip them for success at the next level in school, college, and
caredr (Madera Unfed's Kenthad naed is A refecton of tha commitmants 1sted within the Maders
Unified strategic plan.)

Strategy 2° Plannea

Fieid Trips wnd entrance/confucence fees (3808)

« Provide stafl and students with hmmmmnummcml an wall as suppont
Positive behavior ana pod

Goal 28afe, Carng, ana Respecthul Ermaronment-Maintain a healthy, canng, respectful, and dnig-free
SOVIONMENE 107 I0aMing And work, with aquitable reinfarcamant of the guidelines of conduot for
students and parents , and nuriure soco-emotional resilience in cur students through cdllbﬂr.lioﬂ
among school, homa, putiic safaty. health, and Agancies, and

organizatons, (Maderns Unified's identified need is o vnhewn of the commitments lstod within the
Macara Unified sirategic plan )

Strategy 5 Panned

Fiakd Trips and antranca/confersnce fees

(5200, 5716, 5800. 5808, 5665)

Dascpton: Provide stafl and students weh (saming opportunities that norease angagement. as

well 88 support positive behavior and promote posiive community experiences. Pz 60
Goal 3

Proactive Outreach and 1o Paronts ' Partnars - parents and famites as
partners i student lasrnng trough mutual respect. cuturally incusive practices, and open communication, and
rurtune sndunng ” by dnking Iaarning wih the world of

work, Mg resources for wnd hannels of

and policymakers. (Madara Unifieds. idantified reed is & rflection af the commilmants listed wilhin # Meders
Unified strategi plan |

Strategy 3

Pannec:

Fiekd Trips anc entrancalconterence fess

(8716, 8800, sace. sees)

Pamnts CHMpULSS 10 and
experiences of the aducational system. Pg. 71

BELIEVE




Example: Student and Parent Involvement Travel/Field Trip

State and Federal Program Department:ORICAL OFFICE

Student and Parent Invofvement Field Trip Request Attach a flyer with the educational details of
T field trip for students and parents

SR———— Sp—— A122.2, 80 €122 300) s 00 S
" - et of MISD regarding trasspertation of stadevn [BF 3541 1] 0 N l“ l 26 h 2024
- t
PO A i e .o epruary
N2 & b /
~ N DHOURMYTHMS DANCE COMPANY PRESENTS [N

> COLORS OF INDIA
_

NON STOP BNRNBRR

PP -

E s »
State yy-.pf ‘ a

Oires f X Al G
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Example: Student and Parent Involvement Travel/Field Trip

Please provide a list of students,
parents, and staff participating in
the Field Trip

(Parent ratio: 1 per 10 students)

BT\ ‘ ) it [ - T4 B 012515 | 8

s i ) “Bouts » ‘ 1014268 7
o 3l P [ i : E T | e s |

: ! 18 1011130 8
] 1009299 8 |

Students | Last Name | | srade - 1011168 n
1 | a 5 ’ - 1012124 0 i

: | | 1008620 | 8 22 1011571 8
| | L— : | Ui S

01257 bt 1009002 8

0518 - 1011337 s

- 1008477 8

2 1011480 8

D 1011168 5

B 1 1008308 8

o 10002914 8

WE BELIEVE



Questions? B

Please contact the State and Federal Programs Department if you
have any questions:

Johnny Gonzalez : 559-675-4500 ext. 260

JohnnyGonzalez@maderausd.org

Irma Rios : 559-675-4500 ext. 260

IrmaRios@maderausd.org

49



2024 Travel Per Diem Rates
Budget Revision Form
Expenditures SOP

MUSD Field Trip Handbook

Plan B - Elementary

Plan B - Middle

Plan B - High School

Purchase Requisition Form

Sub Verification Form (DO Funds)
Sub Verification Forms (Site Title I)

Timesheet Contracted

Timesheet Non-Contracted

Timesheet - Substitute Teachers
Timesheet - Yellow Group Certificated
Title Funds Travel Request Packet

Travel & Conference SOP

Travel Request Form Procedures

Travel Request Form

Using Title Funds For Travel & Conference

BELIEVE



“Great things in business are never
done by one person.
They’re done by a team of people’”

~ Steve Jobs




Unified School District

“Where the futures of children are driven by their
aspirations and inspired by their circumstances”



