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

 State and Federal Programs are Titles and grants that are issued by the California Department of Education 
through State and Federal Regulations. (ex: Title I, II, III, IV, V, After school Program funding, ELOP funding, 
etc.)

 Every year Madera Unified School District is allotted additional funding to spend in specific areas. These 
funds help support student achievement, parent involvement, additional trainings, Full-time and Part-time 
positions, supplies, purchases etc.

 Obtaining supporting documentation/evidence is a requirements for receiving these funds. The State and 
Federal Program Monitoring agencies conducts reviews to insure that the funds are being spent in 
accordance to Federal, State and Local guidelines. Documentation must be kept for 5 years. 

 Without having proper documentation the California Department of Education may pull the funding 
provided to the Madera Unified School District and request a issuance of reimbursement back to the 
State. This may also affect future funding provided to the District. 

 Loss of these funds would mean, less opportunities and support for our students, staff and community. 
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Pre-Approvals, Timelines, and Accessing Forms
All items being funded by the State and Federal Department must have pre-approval

Approvers: 

 Site Level- Principal   

 District Level- Director of State and Federal Programs (Johnny Gonzalez)

Timelines for Pre-Approvals and forms

Make sure to reference the SPSA plan on your forms. Include the Goal, Activity/Action, and the Page number. 

 All timesheets, Cal-Card statements, Time Accountability Forms and Substitute Verification forms must be submitted by the 5th of each month with 
proper documentation. If they are turned it late or are submitted without proper documentation it will be charged to your site general fund 
account. 

 Cal-Card pre- approval request form must be submitted no later than a week before purchase.

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

 Finalized Travel  Packets must be returned no later than 10 business days after the last day of the conference/training.

 Parent Involvement Field Trip Request forms must be submitted 4-6 week before the event and 6-8 weeks if a PO is needing to be submitted.  

Accessing forms

 Most forms can be found on the MUSD Website click departments, click State and Federal Programs, click forms.

 Do not create your own forms. 
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Supporting Documentation

Timesheets/Substitute 
Verification forms

 Agendas and Sign in sheets (no alias’s, nicknames or aka 
names) -both items can be on the same document. 

Agenda’s must include the following: site name, date, times, 
location, title of meeting, topic’s being covered/discussed

Sign in sheets must include the following: site name, date, times, 
location, title of meeting columns including with their fist and last 
name typed along with a signature section 

Parent Teacher Conferences or Interpreting must include a 
schedule and signature of Interpreter and who they interpreted 
for

*If a meeting is being held via zoom the same information is 
needed and you will need to note on the documents for the 
location that it is a Zoom Meeting. Electronic signatures are only 
accepted for zoom meetings

 For Plan B Timesheets you will also need to included the class 
roster for the teacher that is absent and copies of agenda/sign in 
sheet or conference form showing way they were absent

 For Substitute Verification Forms: COST or SST meetings you will 
also need the meeting schedule 

Travel and Conference

 Cal Card Pre-Authorization 
form (if using Cal Card)

 Conference information and 
price or flyer containing 
details and prices

 Map quest map with starting 
point and destination to 
calculate miles ($0.655 cents 
per mile effective Jan. 2023)

 Hotel quote/reservation

 Flight quote/ rent a car (if 
applicable) 

 Original itemized receipts for 
all purchases including meals 
(per diem per MUSD 
guidelines and policy), parking 
and any other pre-approved 
purchases

 Cal Card Pre-Authorization form (if 
using Cal Card)

 Attach student list of attendees with 
their parent name and identify if they 
are a student, parent, or staff member.

 Attach Itinerary with flyer or 
information regarding the event/trip.

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

 Parents must be participants in the 
learning experience not supervising 
chaperones. 

Student/Parent Involvement 
Field Trips
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Examples of
Agenda and Sign in 
Agenda’s and sign in sheets must appear 
professional and typed. 
Agenda’s and sign in sheet must include the following: 

• School Site name or District Office Dept.

• Date

• Times

• Location

• Title of meeting

• Topic’s being covered/discussed

• Typed names of attendees

• Signature section

• Electronic signatures are not accepted unless it is a zoom 
meeting which will need to be indicated on the agenda 
and sign in sheet in which a zoom attendee list is 
required.

6



7



Timesheets
There are 4 types of time sheets. 
Make sure to reference the SPSA plan on your forms. Include the Goal, Activity/Action, and the Page number on the forms. 

 Blue – Contracted Employees only (is a contracted MUSD employee that holds a contract)

 Green – Non-Contracted Employees (Sub, retired staff subbing, does not hold a contract with MUSD

 Yellow – Certificated Contracted only (Group of teachers that stayed after their contracted day for a meeting, 
conference, etc.)

 Plan B – Time sheet that teachers use then they cover another class (at the Middle or High School Level) or have 
additional students in their class (Elementary School Level)
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Timesheet: Job Performed do’s and don’t 

 Words to use for job performed.

 Interpreting

 Edgenuity

 Tutoring

 Professional Development (PD) 

 Parent calls/parent outreach/extra support

 Update student records

 Student supervision

 Lesson Planning

 Intervention

 Child Care (only used by the Community Services and 
Parent Resource Center for parent trainings.)

 Words not to use for job performed. 

 Translating

 Teaching

 Clerical work/ or Clerical extra work

 Saturday School/detention

 Prep

When in doubt call/email Amanda Vela
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How to complete 
timesheet forms

If the forms are not complete they will be sent back to the site and may result in not being paid using 
State and Federal funding. 

 Make sure copies of supporting documentation are attached. 

 All forms must be filled out completely. 

1. Name (no alias’s)

2. School/Site Name

3. Last 4 of SSN

4. If subbing for whom (if applicable)

5. Date

6. 1st In section (is for the time you start)

7. 1st Out section (is for if you leave for Lunch) leave blank if you don’t take a lunch.

8. 2nd In section (is for if you return from lunch) leave blank if you don’t take a lunch.

9. 2nd Out section (is out end time)

10. # of hours

11. Job Performed

12. Funding Source (Title I, CSI, ELOP, etc.)

13. Account Code (please write the full account code this can be found in your budget 
codes book or by contacting the Business Dept.

14. Signature of employee & Date

15. Site Plan reference (goal, action, page#)

16. Administrator Signature & Date
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Timesheet 
Supporting 
Documentation

Timesheet and 
supporting 
documentation
EXAMPLES
on next pages

You will need to included:

• Completed Timesheet

• Copies of agenda/sign in sheet

Additional supporting information 
may be required for such events:

• Tutoring sessions- list of students 
that attended

• Interpreting for Parent 
Conferences- Interpreting log

• Parent Informational nights-
presentation material or flyers

11



12



13



14



15



16



Plan B Timesheet 
Supporting 
Documentation 
Example:

You will need to included:

• Completed Plan B Timesheet

• Class roster for the teacher that is absent signed 
by the person who covered the class

• Copies of agenda/sign in sheet or conference 
form showing way they were absent
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Substitute Verification 
Forms

State and Federal Substitute Verification Forms - DO General Fund

Use this form when a Certificated Teacher uses School Business DO General Funds as their reason for being absent from their assigned teaching 
assignment during the school day to attend IEP's and 504's.

State and Federal Substitute Verification Forms - Site Title I

Use this form when a Certificated Teacher uses School Business Title I as their reason for being absent from their assigned teaching assignment during the 
school day to attend, SST's, COST Meetings, Conferences, or Professional Development.
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Submitting State and Federal Substitute 
Verification forms 

 There are two types of Substitute Verification forms 
1. General Fund reporting
2. Title I reporting. 

 Substitute Verification forms should be completed daily
to reduce errors

 One form is needed for each day.

 Check AESOP to review teachers absences and verify 
Reason Code are correct according to the funding. 
**School Business (Title I Site, Title I DO, Title II, etc.** 
If not the site Admin Assistant’s will need to correct it.

 Attach supporting documentation

 Agenda and Sign in sheet. COST or SST meetings will 
also need a copy of the meeting schedule

 Travel Request form (if applicable)

 The form should be complete. Please make sure the following areas are 
filled out

1. School Name

2. Month & Date

3. Circle the type of meeting (COST, SST, Extra Time, Conference)

4. Name of Event

5. Date of event

6. Employee first name (typed or printed neatly)

7. Employee last name (typed or printed neatly)

8. # of hours

9. Signature of employee

10. Funding Source (Title I, General Fund)

11. Site Plan reference (goal, action, page#)

12. Administrator Signature with date

 Submit them to the State and Federal Program Dept. 
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Example: Substitute Verification Forms –
DO General Fund
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Example: Substitute Verification Forms –
Site Title I
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Travel/Conference Request 
Using State and Federal funding

Forms and Reference guides may be found on the MUSD website.
Forms- Click departments, click State and Federal Programs, click forms
Resources- click departments, click State and Federal Programs, click resources
For District Policy on Travel Requests, please review the document on the website titled “Don’t trip While Traveling”
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Before Attending the Conference

 Request Pre-Approval from Director of State and Federal Program 
via email and Cc: the Dept. Admin Assistant. Then make sure you 
follow up with the required paper work and travel conference 
process.

 Complete the top portion of the Travel Request form.  
1. Name

2. Position

3. Site

4. Conference/Activity

5. Dates

6. Location

7. State

8. Country

9. Cost of substitute daily rate X days (If applicable)

10. Personal miles X rate (If applicable)

11. Hotel daily rate X days (If applicable)

12. 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. Parking Fees estimate (if applicable)

14. Other Transportation costs (If applicable)

15. Reimbursable meals estimate (If applicable)

16. Estimated Costs

17. Funding Code Include the Goal, Activity/Action, and the Page 
number on the form

18. Site/Dept. Administrative Signature 

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

20. Date

21. DO NOT COMPLETE THE BOTTOM OF THE FORM UNTIL 
AFTER THE CONFERENCE. 
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Example of 
completing 
the top 
section. 
Include all items to be paid 
or reimbursed. If items are 
not pre-approved they will 
not paid/reimbursed using 
State and Federal Program 
instead it will be charged to 
the Site General Fund.
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Example of 
how to 
complete a 
Cal-Card Pre 
Authorization 
form for 
Travel 
Request.
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Before Attending the Conference

 Attach copies of the supporting documents 

 Cal Card Pre-Authorization form (if using Cal Card to book hotel, registration etc.)

 Conference information and price or flyer containing details and prices

 Map quest map with starting point and destination to calculate miles ($0.655 cents per mile effective Jan. 2023)

 Hotel quote/reservation (if applicable)

 Flight quote/ rent a car (if applicable) 

 Submit to the State and Federal Program Dept. for approval

 The forms will be date stamped and sent to the Director of State and Federal Program for approval or denial. 

 If denied, it will be sent back with the reason for denial. You may complete the process through your General Accounts and the State and Federal Dept. is no longer apart 
of the remainder of the process. 

 If approved, the forms will be signed and sent back to the school site to enter the information in Escape or to make the approved purchases with Cal-Card (if applicable). 

 There will also be an instruction sheet attached stating that the forms will need to be returned back to the State and Federal Program Dept. once the employee returns from 
the conference. Attendees will have 10 business days from the last day of the conference to return the finalized completed packet. 

 Site/Dept. Admin Assistant will register the attendee, make traveling arrangements, etc. They also submit payment via Cal Card or Purchase Order and holds the paperwork 
until after the attendee returns from the conference. If you make purchases with the Cal Card, you will need to keep an additional copy of these documents to submit with 
your monthly Cal Card Statement packet.
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After Attending the Conference 

 The attendees will need to complete the bottom of the original approved travel 
request form. Made sure all areas are compete:

1. Date

2. Parking

3. Breakfast 

4. Lunch

5. Dinner 

6. Daily Total

7. Transportation Costs

8. Other

9. Total Reimbursement Requested

10. Print Name with date of the attendee

11. Signature of the attendee

12. Last 4 of attendee SSN of attendee

13. Site/Dept. Administrator Signature

 Only Per Diem allowed amounts will be 
reimbursed for parking and meals, etc. Make sure 
they match receipts and totals do not go over the 
maximum per diem amount allotted. 

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

 Receipts must be itemized and shall not include 
alcohol, tips, or any District unauthorized 
purchases or the reimbursement will be denied.

 If there is no reimbursement, simply write a 0 on 
total reimbursement requested and have the 
employee/attendee print and sign the bottom 
section and submit all documents to the State and 
Federal Program Dept.
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Example of 
completing 
the top 
section. 
Include all items to be paid 
or reimbursed. If items 
were not pre-approved 
they will not 
paid/reimbursed using 
State and Federal Program 
instead it will be charged to 
the Site General Fund.
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After Attending the Conference 

 Attach copies of the finalized supporting 
documents. Some of these documents will be 
the same documents you used for the pre-
approval.
 Cal Card Pre-Authorization form(s) with 

the Director of State and Federal Program 
signature indicating pre-approval was 
obtained. 

 Conference information and price or flyer 
containing details and prices

 Map quest map with starting point and 
destination to calculate miles ($0.655 
cents per mile effective Jan. 2023)

 Hotel final statement with charges 
 Flight/rent a car final statement

 All itemized meal receipts
 Parking receipts
 Site Dept. Admin Assistant should review the 

forms to make sure they are complete and have 
all the necessary supporting documents and 
receipts attached the along with 
reimbursements before it is sent to the State and 
Federal Program Dept. 

 State and Federal Program Dept. will review and 
finalize the documents and send the requested 
reimbursements to the Accounts Payable Dept.

 Accounts Payable Dept. will issue payment to the 
attendee.
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Entering items in Escape 
using State and Federal 
Program funding

All purchase should be entered in a timely manner using the districts system ESCAPE. However, in 
emergency/time sensitive situations you may use the District issued Cal Card. Please note items being 
purchased must be pre-approved from the Director of State and Federal Programs before purchases are 
made. 
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Entering items in Escape

 Sites and Departments should be entering most purchases 
in the MUSD’s Purchasing System called Escape. 

 Email the Director of State and Federal Program for pre-
approval. 

 Enter items as per the Escape manual (provided by the 
Business Dept.) 

 Include your site reference goal, activity/action and page 
number in the COMMENT  section of the escape 
requisition.

 Once the requisition is submitted it will be routed to the 
Director of State and Federal Program for review. 

 If approved, it will continue through the routing system.

 If denied, the Director will contact you with the reason for 
the denial. 
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Cal-Card purchases using State and Federal 
Program funding

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

 Complete the Cal-Card Pre-Authorization attached with Travel 
Request packet, quotes, shopping cart, or information on the 
items you are wanting to purchase.

 Examples of purchases commonly used with Cal-Card.

 Books, reference materials for Teachers, supplies, etc.)

 Online orders\vendor payments 

 Conference registrations

 Hotel reservations

 Cal Cards are not to be used for Amazon purchases or annual 
subscriptions that will automatically charged to the card every year. 

 Submit it to the State and Federal Program Dept. for 
approval/denial.

 Director of State and Federal Program will approve or 
deny the request and a copy will be emailed or sent back 
via district mail with the Directors signature. 

 Site/Department Admin Assistant will purchase the 
requested items and keep the signed approval form for 
their records so they may submit a copy along with their 
monthly Cal-Card statement packet. 

 Site/Department Admin Assistant will need to submit the 
Cal-Card statement at the end of the month to the State 
and Federal Program Dept. with supporting Cal-Card 
documents for final signatures.

 State and Federal Program Dept. will process all of the 
documents to the Accounts Payable Dept. for finalizing.  

If you need training on how to submit your monthly Cal-Card 
statement packet, please speak to your site administrator.
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Example of Cal- Card Purchase requests and 
supporting document

36



Budget Revision Request

Budget Revision Requests are used when you need to move State and Federal funding Resource account 
form one Object or Function to another. 
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Budget Revision Request

 Budget Revisions that are under $5,000 can be done via email request to the 
Budget Analyst that oversees State and Federal funding and Cc: Director of 
State and Federal Program and the Dept. Admin Assistant.

 If over $5,000 complete the following process.

Complete the Budget Revision form. 

1. From (name of person requesting the revision)

2. Site/Department

3. Date

4. What are you paying for with the budget revision below?

5. How much does each unit?

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

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

8. Complete the budget lines and amounts. (please not the about 
from and to should match).

9. Department or Site Signature

 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.

 If approved, a copy will be sent to the Budget Analyst for 
completion of the transfer, and the school site to complete the 
purchase request through Escape. 

 If denied, the reason will be emailed to the school site for 
further direction. 
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Example of Budget Revision form
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Student and Parent Involvement 
Field Trips

Using State and Federal funding to pay for student and parent involvement field trips.

Parents attending must complete the District process of being cleared to attend a school event/field trip. 
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Completing the Student/Parent Involvement 
Field Trips form

 Complete the State and Federal 
Program Student and Parent 
Involvement Field Trip Request 
form. 

1. School

2. Class/organization

3. Teacher/Director/Advisor

4. Name of activity/event

5. Date of event

6. Location of activity/event

7. City 

8. State

9. Location of activity/event

10. City 

11. State

9. Method of transportation

10. Number of students

11. Number of chaperons

12. List of attendees with titles

13. Description of event and how it 
reflects the SPSA

14. Event costs

15. Funding source/account code

16. Transportation costs

17. Funding source/account code

18. Site Principal/Department Admin 
signature

19. Date signed

 Complete Cal Card process (if applicable)

 Attach supporting documents to the form.

 Itinerary

 Attach student list of attendees and include the 
parent name next to their students name

 Flyer/ Field trip information

 Transportation request

 Etc.

 Submit all documents to the State and Federal 
Program Dept. 

 Director will approve or deny the request at the 
bottom of the form and it will be sent back to the 
school for completing the travel arrangements.

 If denied, the Director will send an email to the 
site Principal.

 If denied the site Principal will decide if they will 
use the Site General fund instead of State and 
Federal funding or cancel the trip.
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Example of 
Student and 
Parent 
Involvement form
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• Student to Parent ratio: Parent 
participation is 10% of the 
student participation total. (Ex: 
for every 10 students 1 parent 
is needed).  

• Parent Involvement Field Trip 
Request forms must be 
submitted 4-6 week before the 
event and 6-8 weeks if a PO is 
needing to be submitted.



Additional Training Resource Guide

If you need additional training in these areas, please contact the departments indicated below.

 State and Federal Program Guidelines and Requirements – State and Federal Programs Dept. (Johnny Gonzalez or Amanda Vela)

 Escape – Fiscal Services Department (Arelis Garcia or Elena Castillo)

 Cal Card – Accounts Payable/Fiscal Services (Arelis Garcia or Melanie Serros)

 Budgets/Accounts/Timesheets - Fiscal Services Department (Arelis Garcia or Elena Castillo)

 Field Trip Handbook – School Site Principal or the Area Associate Superintendent Office
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Thank You 
for attending 

the State and Federal 
Program Training
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