














ATP No.
Purchase Gider No.

NOW, THEREFORE, in consideration of the promises contained in this Contract, the DOE and
the CONTRACTOR agree as follows:

1. Scope of Work. The CONTRACTOR shall, ina proper and satisfactory manner as determined by the
DOE, provide the following goods or services (aftach additional pages if necessary):

2. Compensation. The CONTRACTOR shall be compensated in a total amount not to exceed:

{example: One Thousand and nofT00)

DOLLARS (% y, Contract price shall include all services, materials (as applicable}, travel
expenses, overhead, profit, all applicable taxes, and any other incidental and operational expenses
incurred by the Contractor in the performance of its obligations hereunder. The contract price shall
be the al-inclusive cost to the DOE and no other charges will be honored.

3. Payment Schedula. The CONTRACTOR shall be compensated n accordance wilh the following
schedule:

Pursuant to §103-10, HRS, any person who renders a proper statement for goods delivered or
services performed, pursuant to contract, to any agency of the State or any county, ghall be paid no

later than thirty calendar days following receipt of the statement or satisfactory delivery of the goods
or performance of the services,

4. Time of Performance. The contract shall commence on and shall terminate on . No
extension(s) of time shall be allowed under any contract for services based on Small Purchase
procurement if said extension will result in a total contract amount of $25,000.00 or more.

5. Incorporated Documents, General Conditions, Form AG-008 Rev. 08/29/2008 (or ifs latest revision)

is incorporated by this reference and availablé if requested. The following aitachments are also
made part of this contract, as applicable: '

[CISpecial Conditions [[Certificate of Insurance [Certificate of Exemption from Civil Service

Page20f3 Contract for Smalt Purchase of Goods or Services
DOE Form 10-C (2/05/09 GO refy
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ATP No.
Purchase Order No.

6. Notices. Any written notice required to be given by any party fo this Contract shall be (a) delivered
personally, or (b) sent by delivery service, postage prepaid. Notice required to be glven to the
Procurement Officer listed above or the CONTRACTOR shall be sent to'the respective address as
indicated in this Contract. A notice shall be deemed to have been received three (3) days after
mailing or at the time of actual receipt, whichever is earlier. The CONTRACTOR is responsible for
notifving the DOE in writing of any change of address,

7. Standards of Conduct Declaration. The CONTRACTOR does hereby cerlify that this contract
complies with all requirements of chapter 84, HRS — “Standards of Conduct” commonly referred to as
the Code of Ethics. Centractor does futther agree that this contract is voidable if the coniract was
entered into in violation of any provision of chapter 84, HRS. Additionally, any fee, compensation,
gift, or profit received by any person as a resulf of a violation of the Code of Ethics may be recovered
by the STATE. '

8. Compliance with Laws. The CONTRACTOR shall comply with al! federal, state, and county laws,
" ordinances, codes, rules, and regulations, as the same may be amended fram lime to time, that in any
way affect the CONTRACTOR's performance of this Contract, The CONTRACTOR shall not engage in
any activity or employment that would be adverse ta or in conflict with the interest of the STATE.

IN VIEW OF THE ABOVE, the parties executé this Contract by their signatures, on the dates
below, to be the effective as of the date first above written:

STATE — DEPARTMENT OF EDUCATION

Signature,

Print Name

Print Title

Date

CONTRACTOR ~

Signature

Print Name

Print Title

Date

—_

Page 30f3 Contract for Small Purchase of Goods or Sevices
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STATE OF HAWAH
DEPARTMENT OF EDUCATION
P. Q. BOX 2380
HONOLULL, HAWAIL $6804

REQUEST FOR EXEMPTION
FROM CIVIL SERVICE

C. lIsthe Contractor customarily engaged In an independent accupation, trade, profession, or business of the same

nature as that invelved in the contract of service? (i.e., does the Contracter customarily operate s an
independent contractor providing simitar services?)

I ALL vield a “Yes®, the Coniractor is an independent contractor, and a Procurement Contract must be completed,
Confinte ta Part ll, If "No” to ANY question, complete a Personal Services Contract {with an individual) through OHR,

PARTI ABGTest:  Determine if a Personal Services Contract (OHR), or a Procurement Contract (PGB} is appropriate!
fFor the complete test and instructions, refer to the “Intreduction to Services” section of these guidelines] Yes No
A, lsthe Contractor free from control or direction? {ie., does the Contractor control the workload, furnish
rasources used in the job, control histher working hours, supervise hisher own work?} _ 0 D_
B. lsthe service performed oulside [your] usual course of business or place of business? (i.e., does the Contractor
contral where the work is done?) 0 ]

o
Al Yes Any No
$ <+

In general, Procurement contracts (with Independent contractors) do not engage an employar/femployea relationship
and are pot subject to review for exemptlon from civil service. The 4 Point Test above will- determine those instances

consult the Temporary Contract Employee (TCE) handbook issued by OHR for details and instructions. See Partll OHR
PARTIl 4 Point Test: Detetmine If a Certificate of Exemption from Clvil Service is required for a Procurement Contract:
[Far the complete fest & instructions, refer to the “Infraduction to Services” section of thasa guidelines] Yes No
1, Services will he provided or performed In State facilities O O
2. State equipment and materials will be used L ‘ U
3. Work of the firm's agents or employees will be under lhe direcfion and supervision of a Stale employee ] L
4, Semvices are of a continuing nature and need, and would normeally he performed by a State employee. O 0

ALL Yes AnyNo
¥ ¥

when review and approval for exemption IS required. See Pall ParlV
Name of School Contractor’s Name
or Office & Address:
Services required. Eslimated total
(From date To date): cost of servlces:

Provide complete description of services (attach additionel sheets if necessary):

PARTHl  CIVIE SERVIGE EXEMPTION REQUIRED -
Dlicheck here) By my signature, | certify that ALL answers in Part | AND Part If were *Yes®. Exemplion from chil service IS required,

Directions® If services total lzes than $1,000, Administrator signs the Certification of Exemptlon from Givil Service, If services total $1,000 o more,
fax (586-3466) this form to Classified Personnel {CPM) for review & approval. Upon approval, CPI: will forwerd the signed Cetlificate
of Exemption to the Requestor. If less than $25,000 atiach the Cerfificate of Exemption {o the first payment ATP. For $25,000 & aver,
aflach the Cerfificate of Exemption fo Form 18, Request for Procurement Services, and submilt to PCB.

PARTIV  CIVIL SERVICE EXEMPTION NOT REQUIRED , _

Dlteheck here) By my signature, ! ceriffy all answers In Pert | were “Yes", and At feast ope answer in Parf I was “No®. Exemption 1S NOT required.

Diractions: If services total less than $25,000, attach this completed form to first payment ATP, 1f services total $25,000 or more, attach this
completed form fo Form 18, Requast for Procurement Services, and submit o PCB,

Name/Title of Adminisiraler

Signature Data

Request for Clvif Serviee Exemption
OOE Form 4 (Rév. 52008)° ~

Revised 8.24.09, 07.20.10, 08.01.11 Tab 12: Fiscal Guidelines -40-



01. DOE Budget Vocabulary (from Budget Execution Procedures FY09)

—~

1. Organization ID Who? The unique identifier of a school, a district office section, or
a state office section; 6 digits.

2. ProgramlI

purpose of the funds; 5 digits. The Program ID number

the Budget Fiscal Year of the funds.

D Why? The detail level of the budgetary program, identifying the
is followed by the last two digits of

3. Character of Expenditure How can it be spent? The amount of flexibility allowed for use
of the funds. Budget uses alphabetic codes and FMS uses numeric codes; 1 - 2 digits.

Budget Chavacter Description EMS Character
A Salaried Payroll - ‘ 10
Al “Hourly/Casual Payroll (part time workers, 11
Temporary Contract Employees, substitute teachers,
student helpers, stipends, plus all fringe costs)
B Supplies 20
C Equipment 20
M Motor Vehicles 20 '
F Al+B+C+M 11 or 20
{Depends on Object
Code vsed in
Expenditure Plan)
T A+Al+B+C+M 10 or 11 or 20
(Depends on Object
Code used in
Expenditure Plan).

4. Object Code A more detailed description of Character of Expenditure, used in making
‘Expenditure Plans. Examples include:

Object/Char Description Object/Char Description

2321 A Educational Assistant 2508 A Secondary Teacher

2702 Al Fringe Benefits 2744 Al Part-Time Teacher .

2769 Al . Substitute Teacher 2801 Al Temporary Contract Employee

3002 B Audio Visual Supplies 7101 B Service for Fee-Non State
Employee

3006 B Classroom Supplies 7203 B Registration Fee

3801 B Telephone & Telegraph 7707 C Library Equipment

4802 B Excursion & Field Trips 7708 C Computer Equipment

5. Allocation

Official notification of funding entitlement to attain stated program objectives.
The Allocation Notice narrative and dollar amounts are in the DOE Budget Allocation
Details database in Lotus Notes. The amounts in the Lotus Notes DOE Budger Allocation
Details database do not include increases/decreases due to transfer of allocations from Org 1o -

Org, Program to Program, or Character 1o Character, or due to carryover allocations or

deficits. Allocations are in whole dollars (no cents).

Revised 8,24.09, 07.20.10, 08.01.11
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6. Budget Fiscal Year (BFY) The fiscal year in which an appropriation was originally made
available. This terminology was required when the Legislature granted carry over privileges
for general fund allocations.

7. Expenditure Plan A one-year spending plan showing how the approved budget is to be
spent, by Object Codes. Entered into the Budget System by the school user, automatically
transferred into FMS as an Allotment, usually on Tuesday, Thursday, and Friday nights.
Expenditure Plans are in whole dollars (no cents).

8. Allotment Specific spending authority, on the basis of the Expenditure Plan. Entered into
FMS by automated transfer of the Expenditure Plan file from the Budget System. An
Expenditure Plan entered in the Budget System on Monday morning will be included in the
Tuesday night file, and the corresponding allotment available for spending in FMS on
Wednesday morning. Allotments can be in dollars and cents in FMS.

9, Allotment Balance In FMS, the amount of the allotment which has not been encumbered
(with purchase orders or contracts) or expended (with payments).

10. Lapse Date The last date purchase orders or direct payments can be posted using the
Program ID/BFY. For federal grants, the Grant End Date may be later than the Lapse Date.

11. Appropriation A legally enacted authorization which directs a specific amount of funds to
be expended for a stated public purpose.

12. EDN One of six major budgetary programs for the Department of Education. All Program
IDs belong to one of these EDNs:

EDN 100 | School Based Budgeting EDN 300 | State and Complex Area
Administration
EDN 150 | Comprehensive Student EDN 400 | Support Services
Support Services
EDN 200 | Instructional Support EDN 500 | School Community Services

Tab 12: Fiscal Guidelines -42-
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¥

« DAFM436 DISTRICT PROGRAM MANAGERS ALLOTMENT STATUS 05/09/08 15:37
' REPORT DATE = 05-09-2008 BFY a 2008

EhREERF TR F AR R Tk kR AR RS R AN RRTRTRT LR T AR ARRA I A Rk AR R Rk hk ko h R R hR* RS DAGE 1
DISTRICT OFFICEB: 50 HAWAII DISTRICT
PROGID: 52002 NULB TITLE I LEA-TRAN & SUPP ED SVC LAPSE DATE: 06/30/08 .

Rkt kRN R R AN TR REREL AR L EA TR IRERERAARA TR LR A R AR 2R hh b d T rddhd bbb hb ok hh b hde®

ORG éODE CURR ALLOT EXPENDITURES ENCUMBRANCES TOTAL EXP+ENC ALLOT BAT
4830 HILO COMMUONITY

11 19,699.00 16,448.20 a.o0 ‘16,448.20 3,250.80
TOTALS 19,8%9,00 * 16,448.20 # 0.00 * 16,448.20 # 3,250.80 *
5530 KaU/KEAAU/PAHOR COMPLEX

10 0.00 1,529.862 0.00 1,5628,.62 1,529.62-

20 177,974.00 112,803.87 33,051.01 145,860.88 3z,113.,12

TOTALS 177,974,00 *  114,339.43 * 33,051.01 * 147,390.50 * 30,583.50 *

8850 WEST HAWAIT DISTRICT OFFICE
20 165,416.00 116,016.12 49,359.36 155,415.48 0.52
TOTALS 165,416.00 * 116,016.12 * 49,398.36 * 165,41.5.48 * 6.52 «

8860 HILO/WAIAKRA/IAUPAHOEHOE COMPLEX
20 260,747.00 148,823 .69 75,852.31 § 225,716,000 35,031.00
TOTALS 260,747.00 * 149,823.69 * 75,892.31 % 225,716.00 * 35,031.00 *

TOTALS = 623,836.00 396 ,627.80 158,342.68 - 554,970.18 68,865.82 .

‘ Revised 8.24.09, 07.20.10, (08.01.11 Tab 12; Fiscal Guidelines -45-



Budget - HyperACCESS June 18, 2008 14:5

Functions E~-Mail Password Menu Cptions RepOrt Exit
Qxg ID Budget Inguiry Fisczl Year 2008-09

District/Office Code: &
Organization ID: 238

Program ID|Char| Orig &lioc | Curr Allec | Adjustment | Expend Plan| Difference
WSF

42101-08 | F 150, 000 . 150,000 0 0 150,000
42103-08 | F 50,000f . 50,000 0 0 50,000
42112-08 | ¥ 4,078 4,078 0 0 4,078
42113-08 | F 14,354 14,354 0 0 14,354
CATEGORICL

12261-98 | F 108,416 108,415 0 0 108,416
12261-09 | F 400, 000 400,000 0 0 400,000
TOTAL: | | 5,714,992| 5,714,992] of 0| 5,714,992

Date: 06/18/2008

Tab 12: Fiscal Guidelines -46-
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Sample Expenditure Plans

1. Inthe example below, the plan is to hire three half-time positions calculated as follows:
3 x,0.50 = 1.50 Temporary FTE: _
Budget - HyperACCESS ! !

Functions E-Mail Password Menu Options - Report Exit

Date: 05/25/2008 Expenditure Plan Fox Fiscal Year 2008-0% - X2.05

* BUDGET

Prgm ID: 18902:06 NCLB TITLE I LEA GRANT-SCHOOLS P/R Code: S210EP2%
MOF: FEDERAL Apprn Cd: 210 Grant: 020000 CFIFO -FIFC0930

Dist/0ff Code: 95 ALOHA DISTRICT " Org ID: 999000 XYZ SCHOCL

Character of Expenditure: A PERSONAL SERVICES
BU Obi Personal Services FTE (Perm) FTE (Temp} FTE(Total}

{01) 05 2510 ELEM TEACHER 0.00 1.50 1.50
™ ' Base Pay: 150,000 Annual

2. Create an expenditure plan under Character "A1", Object Code 2702 to cover the fringe
benefit costs for the positions.

Budget - HyperACCESS

Functions E-Mail Password Menu Options Report Exit

Date: 05/25/2006 Expenditure Plan For Fiscal Year 2005-06 X2.05

* BUDGET

Prgm ID: 18902:06 NCLB TITLE I LEA GRANT-3CHOOLS P/R Code: S210EP21
MOF: FEDERAL Apprn Cd: 210 Grant: 020000 OFIFO ~FIFO0930

Dist/Off Code: 95 ALOHA DISTRICT Qrg ID: 999000 XYZ SCHOOL

Character of Expenditure: Al OTHER FERSCNAL SERVICES

Al QObjects Annual

2702 FRINGE BENEFIT 50,000

2744 PART-TIME TEACHER . . 4]

2769 SUBSTITUTE TEARCHER o

T Alloc: 210,000 CB Alloc: 0 EBExp 'Al' Total: . 50,000

Diff: 10,000 CB Diff: o]

3. Create an expenditure plan under Character "B", various Object Codes, for other

expenditures.
Budget - HyperACCESS
Functions E-Mail Password Menu Options Report Exit
Date: 05/25/2006 Expenditure Plan For Fiscal Year 2005-06 X2.05
* BUDGET ¢
Prgm ID: 18902:06 NCLB TITLE I LEA GRANT-SCHCOLS FP/R Code: S210EP21
MQOF: FEDERAL Zpprn Cd: 210 Grant: 020000 OFIFO -FIF00930
Dist/0ff Code: 95 ALOHA DISTRICT Org ID: 999000 X¥Z SCHOOL
Character of Expenditure: B OTHER CURRENT EXPENSES
B Objects Annual
3301 MEALS } 1,000
4401 TRANSPORTATION OUT-OF-STATE (BASE) 1,100
4501 SUBSIST OUT-QF-STATE (BASE) 705
T 2alloc: 210,000 CB Alloc: 0 Exp 'B' Total: 2,805
Diff: 7,195 CB Diff:

Revised 8.24.09, 07.20.10, 08.01.11 Tab 12: Fiscal Guidelines -47-



KATHRYN §, MATAYOSHI
SUPERINTENDENT

NEIL ABERCROMEIE
GOVERNOR

STATE OF HAWAI'I
DEPARTMENT OF EDUCATION
P.0. BOX 2360
HONOLULU, HAWAI'l 98304

OFFICE OF CURRICULUM, INSTRUCTION AND STUDENT SUPPORT
ACTION REQUIRED
August 5, 2011

TO: Complex Area Superintendents
Title | Principals
Charter School Administrative Office Executive Director
Title | Public Charter Schools Directors

FROM: // Joyce Y. Belino, Assistant Superintendent 2"+~

SUBJECT: Title | Fiscal Procedures and Guidelines, Fiscal Year (FY) 2011-2012

This memo is to inform Title |-eligible schools of the Title | Fiscal Procedures and
Guidelines for FY 2011-2012 and the revised Fiscal Requirements Form (FRF).

The FY 2010-2011 Title | fifteen percent (15%) carryover deadline for Program ID
18902 funds is August 19, 2011. This date is used to determine FY 2010-2011 excess
carryover funds. In addition, the first increment of the FY 2011-2012 Title | altocation
will be available to Title I-eligible schools that submitted an adequate Comprehensive
Needs Assessment, Title | Crosswalk (as appllcable) and Peer Review Assurance
(including peer signatures) form.

Title | Funds, FY 2011-2012

To date, carryover balances and deficit amounts have not been received from th Office
of Fiscal Services {Accounting Section and Budget Executive Section). To calculate the
approximate School Year (SY) 2011-2012 Title | allocation, please refer to the memo
dated January 28, 2011 from Kathryn S. Matayoshi on “Title | Eligibility in SY
2011-2012," WhICh provided information on a school's eligible student count, and the
memo dated July 25, 2011 from Joyce Y. Bellino on “Title | Allocations for School Year
(SY) 2011-2012," which provided information on the average increment and per pupil
allocation by county.

Allocations for the first increment of funds will commence upon the assmilatlon of
information received from the Office of Fiscal Services.

Fiscal Requirements Form for Title | Programs, FY 2011-2012
Attachment A is the FRF for all schoolwide and targeted assistance programs. Page 2
of the FRF reflects revisions to line 6a, 8, 9, and 20, and 25. -
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Compléx Area Superintendents, Title | Principals, et al.
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Lines 6a, 8 and 9 requests First and Last name (F/L) initials instead of personnel
name(s). Note also, that the position description examples have changed. Line 20
requests schools to attach the purpose and other specifics such as the name(s) and
position(s) of the traveler(s). Line 25 has been amended for schools to show
supply/reference material expenditures.

The FRF must be submitted electronically to Iris Mizuguchi by Friday,
October 28, 2011. Special teams will assist the Special Programs Management Section
(SPMS) in'the review of the FRFs. :

Allocations for the second increment of funds will commence upon (1) the receipt and
approval of the FRF and (2} confirmation that a school's Parent Compact and parent
notification letters have been distributed.

Attachment A1 is a sample FRF for restructured schools with a comprehensive services
provider such as America’s Choice, Edison Learning, Educational Testing Service, or
WestEd. .

Fiscal Procedures and Guidelines for Title | Schools, FY 2011-2012

Attachment B is the Fiscal Procedures and Guidelines for schoolwide and targeted
assistance programs with the required actions and operational guidelines. The required
actions are summarized below: : .

a. Titte | Schoolwide and Targeted Assistance Schools in NCLB Status
For Schoolwide Programs: Submit, or revise and submit a Title | ptan (Strategic
Plan and Academic & Financial Plan) to your Complex Area Superintendent (CAS)
to obtain approva!l as soon as possible, if not yet approved. CASs must
electronically submit a list of approved and revised Title | school plans to Sharon
Nakagawa and Iris Mizuguchi of SPMS.

For Targeted Assistance Programs: Submit, or revise and submit a Title | plan
(Strategic Plan and Academic & Financial Plan) to your CAS and submit the
additional documents (Attachments 1-4) to the attention of iris Mizuguchi to obtain
approval as soon as possible, if not yet approved.

Schools may not receive Title | funds without an approved plan and FRF,

The final deadline to obtain approval of a Title | plan and a FRF is Wednesday,
January 18, 2012. A school will lose its Title | eligibility and will not receive Title |
funding if their Titie | plan and FRF are not approved by January 18, 2012. Any
Title | funds received (i.e., first increment allocation) must be returned to SPMS.
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b. Charter Schools Without Approved Plans and FRFs
If the school does not have an approved Title | plan, submit the school’s plan for
approval to the Charter School Administrative Office to receive the first increment of
funding. The final deadline for obtaining approval of a Title | plan and FRF is
Wednesday, January 18, 2012. ’

¢. FRF for Title | Public. and Charter Schools
Submit the FRF electronically to Iris Mizuguchi by Friday, October 28, 2011 fo
receive the second increment of funding. The second increment will be allocated
pending: (1) assurance from the Title | Linker or Charter School Liaison that the
school's Parent Compact and applicable parent notification letters are included in the
school's Title | Handbook, and (2) approval of the FRF.

. Please share this memo with your secretaries and account clerks.

" If you have any questions, please confact the Special Programs Management
Section: Sharon Nakagawa, Administrator; Iris Mizuguchi, Educational Specialist; or
Wesley Hau, Account Clerk at (808) 203-5520 or by Lotus Notes.

JYB:IM:dt |
Attachments
c: Superintendent

Assistant Superintendents

Superintendent’s Office Directors
Title | Linkers
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ONCLB Status: (Circle one} Une Pnd NI N2 CA PFR R
FUNDS AVAILABLE

FISCAL REQUIREMENTS FOR TITLE | PROGRAMS
: FY 2011-2012

School: Org ID:

Attachment A -

Revisien #/date:

Name of Provider:

Contact Person: Phone:

1st Alloc

2nd Alloc

Total Alloc

S Approvat Signature:

PD  10%

Allocation, FY 11-12 prgin____

Carryover/Deficit, FY 10-11

T

Prog iD

Prog 1D

(Al NCLB Tille | Status Schools}

HQT | 0|
(50% of 10% PD selasida for
Tile 1 Privrity Altention Schools

TOTAL FUNDS AVAILABLE

SFP 1% 0

[Yellow = Formulas

Additional Allocation{s)

(All Title | Schools)

BUDGET PLAN.

[Description

" Total

Ea
&b

|

o m

INSTRUCTIONAL PROGRAM
ersonal Services nnge: Regutar

Teacher {e.g., Classim, CC})  No. FTE

Summer Pay No. FTE

Cther  (e.g., EA) No.’ FTE

Personal Services {"A1") [Fringes: Casual 3,58%; Subs.

9.

78%]

Part-Time Temp.Tchr (PTT) No. FTE } 0.00

FTE | 6.00

Para-Prof.Tutor (PPT) Na,

Substitute Days
Supplies/Other Expenses ("B"}

Suppiies/Other Expenses

Contract Services. Attach description.
Equipment {"C") [e.g., computers, software, et}

description,
e

@b;

[Fringe: Regular 39.76%)]

PROFESSIO
Personal Services ("A")

o)

No. FTE |

(=] X

14| Teacher (e.g., Acad Coach)
Personal Services (AT
45]  Substitute Teacher Days Frnge: 9.78%
16] Stipends Days Fringe: 3.58%
17| Temp. Contract Employee (TCE) Fringe: 3.58%
Supplies/Other Expenses (“B")
1] Supplies/Other Expenses
1] Contract Services. Attach description.
]  Out-of-State Travel. Attach purposeficcation.
Equipment ("C™)
21
Personal Services ("A1")
22 Substilute Teacher Days Fringe: 9.78% 0 0 0
23] Siipends Days Fringe: 3.58% 0 0 0
24| Temp. Contract Employee (TCE) Fringe: 3.58% 0 0 0

25

26

o

29

Supplies/Other Expenses ('B")

SCHOO
Personal Services ("A1") [Fringes: Casx.l_al-?{.ss%]
- No.
Posttion Titie(s}
SuppliesfQther Expenses ("B")
0
PLANNED CARRYOVER FROM FY 11-12 TO NEXT YR, ] 0
TOTAL BUDGET PLAN (Line 30 must equal Line 5.) ol 0 — O ) 0 -
Submit to SPMS via Lotus Noles, c/o Iris Mizuguchi, by October 28, 2014, ta obtain approval & recelve the 2nd increment of funding. € to your CABM and RT Link il -
Revised 8.24.09, 07.20.10, 08.01.11 Tab 12 Fiscal GUidelings -5
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Attachiment to Fiscal Requirement Form:

Attachment A

Instructional Program Personnel HQT:Y/IN F/L Initials  |Positlon Description {e.g., Resource; Class-size Reduction}
ga| Teacher $0 1
2
NCLB Req: Y/IN |F/LInltials  |Poslition Description {s.g., Tutor, clerk)
a | Part-Time Teacher 30 1
2
9 Para-Prof. Tutor $0 1
2
Submit information for additional personnel on an attached document,
11 |Supplies/Other Expenses ("B") Amount Obj.Code Detailed Description
2 1 7710 (RefMalls
5 80 2 3006  Clsrm Supp
% 3 3010  |Cmptr Supp
3 4
~ 5
12 | Contract Services, Amount Name of Contractor Dascription of Service(s); # of Days
E Provide detailed descriptions. 1
& $0 2
2
13 |Equipment ("C") Amount Obj.Code Quantity Description of Equipment
2| Provide requested details. 1 7705 Instr Equip
8 2 7708  |Cmptr Equip
g $0 3
E 4
- 5
18 |Supplies/Other Expenses {"'B") Amount Obj.Code Detailed Description
Provide detailed descriptions. 1 7710  |Ref Malls
E 2
i $0 3
£ 4
5
19 |Contract Services. Amount Name of Contractor Description of Service(s); # of Days
E Provide detalled descriptions. 1 '
& $0 2
&
20 [Out-of-State Travel, Amount Date(s) Gonference Title Conference Location
- Attach purpose/Other specifics. 1
UEJ i.e., Name(s) of Travelers/school 2
E position. $0 3
' 4
zi |Equipment ("C") Amount Obj.Code |Quantity {Description of Equipment
Provide requested details. 1
E i
w $0 3
£ 4
5
35 {Supplies/Other Expenses ("B") Amount Obj.Code Detailed Description
> Contract Services. Provide details, 1 7710 |RefMatls
=] 2 . .
L?:: 30 Amount Name of Contractor Description of Service(s); # of Days
2
27 | SuppliesiOther Expenses ("B") Amount Obj.Code Detailed Description; No./Frequency of Parent Activity
,. | Provide reques_ted details. 1 3701 Postage
% 2
w $0 3
5 4
5
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Aftachment A1

FISCAL REQUIREMENTS FOR TITLE 1 PROGRAMS Revision #date:
FY 20‘1 1 '201 2 Name of Provider: CTzGO
School: Mahalo MS Org 1D: ABC Contact Person: Ola Ham Phone: 123-4567
O NCLB Status: (Circleone) Unc Pnd NI NI2 CA PFR R '
. — - AS Approval Slgnature:
we |FUNDS AVAILABLE 1st Alloc 2nd Alloc Tota! Alloc PD  10% {12,500

1 |Allosation, FY 11-12 eraw___ . 125,000 {AI NCLB Tile | Slalus Schocls)
» |Carryover/Deficit, FY 10-11 e 0} HQT |_6,250]
3 {Prog 1D 225,000 (50% of 10% PD satasids far
4 {Prog 1D Title [ Priority Attantion Schools)
5

TOTAL FUNDS AVAILABLE - 0 0 350,000 sFP 1% [ 1,250
Additional Allocation(s) (Al Tite | Schools)
[Velow'= Formulas
BUDGET PLAN
[Description Title | Total
[INSTRUCTIONAL PROGRAM -:380,0
ersonal Services ringe: Regular 38.76% K
ga] Teacher (e.g. Classrm, CC}  No. FTE 0 0 0
&b Summer Pay No. FTE, 0 "0 0
71 Other {(eg.EA) No. FTE 0 . 0 0
Personal Services ("A1") [Fringes: Casual 3,58%; Subs, 9.78%] B OO O R R R T L e D Mg
g | Part-Time Temp.Tchr (PTT) No. FTE | 0.00] ' 0 _ 0 0
o | Para-Prof.Tutor (PPT) No. FTE | 0.00] 0 . 0 0
10| Substitute Days |- 4] ' 0 -0
Supplies/Other Expenses {'B") s
-11]  Supplies/Other Expenses
2] Contract Services. Attach description,
Equipment ("C"} [e.g., computers, software, efc]
tyldescriptio

AR i f bRt A 'L‘Z&ﬁy' L R _ o "
PROFESSIONAL DEVELOPMENT (10% MINIMUM FOR "STATUS" SCHOOLS)
Personal Services ("A")  [Fringe: Regular 39.76%] Lt

14| Teacher(e.g. Acad Coach) No. [ JFTE | | .

Personal Services ("A1") IR R R R L R A

1§ Substitute Teacher Days Fringe: 9.78%

16| ~ Stipends Days Fringe: 3.58%

17| Temp. Contract Employee (TCE) _Fringe: 3.58%

Supplies/Other Expenses {"B")

18} Supplies/Other Expenses

sa] Confract Services. Attach description. 348,750

20 Qut-of-State Travel, Attach purposeflocation,

Equipment ("C"} HORRRRRRRA

Altach itemized Iistfquanﬁtyldes iptio

L ROEC S DNAL bR ORI

HQT PROFESSIONAL DEVELOPMEN

Personal Services ("A1")

22| Substitute Teacher Days Fringe: 9.78%

23 Stipends Days Fringe: 3.58%

24 Temp. Contract Employee (TCE)  Fringe: 3.58%

Supplies/Other Expenses ("B")

Contract Services. A

iR

e

21

SCHOG!

25

L SCHOOLS)
Personal Services ("A‘F") [Fringes: Casual 3,56%] e e
2 No. | |FTE [
Posltion Title(s)

27| Supplies/Other Expenses ("B")

i

0 0] . 0 0| 350,00

350,000

20 |PLANNED CARRYOVER FROM FY 11-12 TO NEXT YR. 0
a0 [TOTAL BUDGET PLAN (Line 30 must equal Line 5.) 350,000 0 0 0 0 350,000
Submit to SPMS via Lotus-Notes, clo Iris Mizuguchi, by October 28, 2011, to obtain approval & receive the 2nd increment of funding. cc to your CABM.and RT Linker.
Sample for Comp. Provider
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Attachment to Fiscal Requirement Form:

Attachment A1

HQT: YIN

Instructional Program Personnel FiL Inltials |Position Description {e.4., Resource; Class-size Reduction)

sa| Teacher ) $0 1

2 .......

NCLBReq: YN |F/L Initials |Position Description (e.g., Tutor, clerk}
8 | Part-Time Teacher $0 1
‘ 2

o | Para-Prof. Tutor $0 1

2

Submit information for additicnal personnel on an attached decumeant.
11 |Supplies/Other Expenses ("B") Amount Obj.Code Detailed Description
4 1 7710  |RefMatls )
-4
g $0 2 3006  |Clsrm Supp
g 3 3010 |Cmpir Supp
= 4
Z
= 5
12 {Contract Services. Amount Name of Contractor Description of Service(s); # of Days
5| Provide detailed descriptions. 1],
2
E $0 2
[}
F4
13 |Equipment ("C") Amount Obj.Code Quantity Description of Equipment
4 | Provide requested details. 1 7705 Instr Equip )
§ 2 7708 |Cenptr Equip
3 30 3
& 4
=z
B 5
18 |Supplies/Other Expenses ("B") Amount Chj.Code Datailed Description
Provide detailed descriptions. 1 7710 Ref Matls

@ 2
=]
i $0 3
& 4

5 .
19 |{Contract Services. Amount Name of Contractor Description of Service(s); # of Days
E Provide detaited descriptions. 1 '
& S 2
& 3
20 |Out-of-State Travel. Amount Date(s) Conference Title Conference Location
- Attach purposefOther specifics. 1 '
ué i.e., Name(s) of Travelersischool 2
2 posltion. R 3
[N

4
21 |Equipment ("C") Amount Obj.Code |Quantity |Description of Equipment

Provide requested details. 1

E 2
5 30 3
£ 4

5
25 {SuppliesiOther Expenses ("B"} Amount Obj.Code Detailed Dascription
-~ Contract Services. Provide details. 1 7710 [Ref Matls
8 2
% $0 Amount Name of Gontractor Description of Service(s); # of Days
'g 1

2
27 |Supplies/Other Expenses (“B") Amount Ob}j.Code Detailed Description; No./Frequency of Parent Activity
N Provide requested details, 1 371 Postage
s 2
z $1,250 3
o ]
5 4
(7]

5

Sample for Comp. Provider
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Attachment B

" Hawaii Department of Education

TITLE | FISCAL
PROCEDURES AND GUIDELINES

FY 2011-2012

Office of Curriculum, Instruction and Student Support
Special Programs Management Section
August 2011
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HAWAII DEPARTMENT OF EDUCATION
FISCAL INSTRUCTIONS FOR TITLE [ SCHOOLS, FY 2011-2012

Purpose:
¢ Provide guidance to Title | schools in preparing the FY 2011-2012 budget,
entering/famending Expenditure Plans, and making corrective fiscal actions as
specified.
+ Provide information on fiscal, purchasing, and personnel requirements.

References: :

+ DOE Memos and Notices, June1 2011, “Budget Execution Procedures for
FY 2011-12.” Open this memo and add the “Federal Budget Execution
Procedures FY 12" database to your Lotus Notes.

« DOE Memos and Notices, January 28, 2011, “Title | Eligibility in SY 2011-2012.”

« DOE Memos and Notices, March 24, 2011, “Title | Allocation Procedures for
SY 2011-12."

« DOE Memos and Notices, July 25 2011, “Title 1 Allocations for School Year
2011-2012"

FISCAL PROCEDURES - ACTIONS REQUIRED

1. Action-Required for Title | Schoolwide and Targeted Assistance Schools in
NCLB Status
For Schoolwide Programs; Submit, or revise and submit a Title | plan (Strategic Plan
and Academic & Financial Plan) to your Complex Area Superintendent (CAS) to
obtain approval as soon as possible, if not yet approved. CASs must electronically
submit a list of approved and revised Title | school plans to Sharon Nakagawa and
Iris Mizuguchi of the Special Programs Management Section (SPMS).

For Targeted Assistance Programs: Submit, or revise and submit a Title | plan
(Strategic Plan and Academic & Financiail Plan) to your CAS and submit the additional
attachments (Attachments 1-4) to SPMS, to obtain approval as soon as possible, if
not yet approved. See the January 28, 2011, “Title | Eligibility in SY 2011-2012”
memo for Attachments 1-4. .

Schools may not receive Title | funds without an approved plan and Fiscal
Requirements Form (FRF).

a. The final deadline to obtain approval of a Title | plan and a FRF is Wednesday,
January 18, 2012, A school will lose its Title | eligibility and will not receive Title |
funding if their Title | plan and FRF are not approved by January 18, 2012. Any
Title | funds received (i.e., first increment ailocation) must be returned to SPMS.
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Reason for Deadline: Title | funds are intended to be spent in the vear thatitis
allocated: therefore, the final deadline for approved plans is January 18, 2012.

b. Status schools' plans must be approved by their respective CAS no later than
Monday, November 28, 2011 (90 days after public notification of school's status
plus 45 days for CAS’s review and approval).

c. CAS emails a list of peer reviewed and approved revised Title | school plans to
. Sharon Nakagawa and Iris Mizuguchi by Wednesday, January 18, 2012.

2. Action Required for Title | Charter Schools Without Approved Plans and FRFs:
" If the school does not have an approved Title | plan, submit the school's plan for
approval to the Charter School Administrative Office to receive the first increment of
funding. The final deadline for obtaining approval of a Title | plan and the respective
FRF is Wednesday, January 18, 2012,

3. Action Required to Receive Funding:
First Increment
In order to receive the first increment of Title | funds, the following documents, or
comparable documents, must be submitted to SPMS:

a. Comprehensive Needs Assessment (e.g., Academic and Financial Plan Overview,
Western Association of Schools and Colleges Accreditation Self-study, Adequate
Yearly Progress Response Team Report of Findings, High Schools That Work
Report of Findings, etc);

. b. “Crosswalks” for School Improvement Elements and/or Schoolwide Components

c. Peer Review Assurance form with the peer reviewers’ signatures.

(Note! These documents are collected in April for the following school year's first
incremental allocation.) :

Second Increment
In order to receive the second increment of Title ! funds, the following requirements
must be met: ' ' :

a. Ensure that the school's Parent Compact and parent notification memos have
been distributed and a copy is included in the school’s Title | Handbook (or include
a Title | Handbook Evidence Reference sheet that indicates the location of the
document). Title | Linkers/Charter School Liaison will be reporting this compliance
to our office by Friday, October 28, 2011. Possible parent notification memos are:
» SY 2011-2012 No Child Left Behind (NCLB) School Status, ‘

NCLB Supplemental Educational Services (SES),

NCLB Public School Choice (PSC), ‘

Parent Notification of Teacher and Educational Assistant Quaiifications, and

Annual Measurable Achievement Objectives (AMAQ).
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b. Submit your FRF to Iris Mizuguchi via Lotus Notes for review and approval no later
than Friday, October 28, 2011,

4. Action Required on FRF for Title | Public and Charter Schools: Submit the FRF
electronically to Iris Mizuguchi by Friday, October 28, 2011 to receive the
second increment of funding. The second increment will be allocated pending:
{1) assurance from the Title | Linker or Charter School Liaison that the school’s
Parent Compact and applicable parent notification letters are inciuded in the
school’s Title | Handbook, and (2) approval of the FRF,

a. Fiscal Requirements Form: The FRF for all schoolwide and targeted assistance
programs and fiscal instructions are Attachments A and B of this transmittal. The
FRF must be submitted electronically to Iris Mizuguchi. The electronic form uses
Microsoft Excel and automatically calculates subtotals and totals. This transmittal,
“Fiscal Procedures and Guidelines for Title | Schoals, Fiscal Year 2011 - 2012/
will be posted in DOE Memos and Notices where the electronic form will be
available.

b. Deadlines: If a Title | plan has been approved, and if the FRF is submitted to
SPMS by Friday, October 28, 2011, a school will be allocated its second
increment pending: (1) assurance from the Title [ Linker or Charter School Liaison
that the school’s Parent Compact and applicable parent notification memos are
included in the school's Title | Handbook, and (2) approval of the FRF.

The final deadline to obtain approval of a Title | plan and a FRF is Wednesday,
January 18, 2012, A school will lose its Title | eligibility and will not receive Title |
funding if their Title | plan and FRF are not approved by January 18, 2012, Any
Title | funds received (i.e., first increment allocation) must be returned to SPMS.

c. Total Funds Available and Total Budget: For non-restructuring schools, the
total funds available for FY 2011-2012 should equal the total budget, including any
planned carryover, less any deficits and/or other adjustments.

d. Ten-Month Empioyees: Schools are obligated for twelve (12) months of payroll
for federally-funded, ten-month employees, even though the summer pay following
“the school year is charged to the next fiscal year. To properly provide for the
payroll obligation:

(1) Budget for twelve (12) months of salary and fringes for this year's
Title |-funded ten-month employees in the FRF and also enter the total
amount in the Expenditure Plan. Budgeting for twelve (12) months of payroll
will ensure that the carryover on June 29, 2012 will be sufficient to cover the
2012 summer pay.

(2) Budget for the 2011 summer salary and fringes for last year's Title |-funded
ten-month employees in the FRF and also enter the total amount in the

Reviscd 8,24.09, 07.26.10, 08.01.11 Tab 12: Fisoal Guidelines 66



Expenditure Plan. Look for DOE Memos and Notices, “Payroll Deadlines for
Calendar Year 2012" to determine the 2012 summer pay periods that are
charged to FY 2011-2012. Budgeting for the 2011 summer pay will ensure
that the carryover on June 29, 2012 will be sufficient to cover the 2011
summer pay. ' '

(3) Note that the fringe benefit rate of 39.76% for regular employees is an
average rate. Since the actual fringe benefits vary by employee, itis
advisable to use the actual fringe benefit amounts for each regular employee
in preparing your budget. Actual fringe benefit amounts for each Title |-paid
employee may be found in the monthly Payroll Detail Transaction Report.
(DAFMZ032).

e. NCLB Restructured Schools:

(1) Restructured Schools with Comprehensive Professional Services Providers
must submit a FRF that includes the total funds available for this year's:

(a) Title | allocation in excess of the restructuring provider cost, if any, and
(b) the FY 2010-2011 carryover, if any.
If this year's Title | allocation is less than the restructuring provider cost:

(a) On the FRF, print this year's Title | allocation on line 1 under the Total
Allocation column. :

(b) On line 3, print the amount of the extra support on line 3.
(c) Line 5 shows the total cost for the restructuring provider.

(d) Line 27 shows 1% of line 1 for the School and Fémily Partnership set
aside.

(e) Line 19 shows the difference between line 5 and line 27-'.
See Attachment A1 for a sample.
For Priérity Attention Schools, see page 8, item 4.

(2) Restructured' Schools with Complex Area Superintendents as Restructuring
Pr_ov'iders: Submit a FRF that includes the total funds available for this
year's: :

(a) Title | carryover (Program 1D 18802), if any,

* ised 32409, 07-2010: 080111 & W PoR "::.'e:-;f.z Pl :-::'-A,u -
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(b) Title I allocation (Program |D 18907 — use a new column), and
(c) the FY 2010-2011 carryover, if allowable.

It is required to budget for 10% of your Title | allocation on professional «
development and 1% on School and Family Partnership activities.

f. Schools That Will No Longer Be Eligible For Title | Next School Year: Ensure
that schools do not incur a deficit on or after June 30, 2012. As explained in
page 3, item 4d, budget enough funds to cover the 2011 and 2012 summer pay
and fringes for ten-menth employees. While the 2012 summer pay and fringes will
be charged to the next fiscal year when schools are no longer a Title | school, the
school is responsible for paying this obligation, which is a remaining part of the
FY 2011-2012 Title [ program. If no Title | funds are available, schools' deficit
must be paid with Weighted Student Formula funds to SPMS.

5, Action Required for Non-Restructuring Schools:

Submit a new FRF to SPMS if you amend your expenditures (e.g., Personal
Services [“A”] to Personal Services [“A1"]).

a. Amendments must be reflected in the school's Comprehensive Needs
Assessment, Academic and Financial Plan (i.e., Title | Plan) and FRF. Indicate
the date of revision on the FRF.

b. Amendments are approved by the CAS and Program Manager.

c. Submit an amended FRF to SPMS via Lotus Notes, attention Iris Mizuguchi.

6. Action Required for Restructuring Schools with CAS as Restructuring Provider:

Submit a new FRF to SPMS if you amend your expenditures (e.g., Personal
Services [“A”] to Personal Services [“A1"]).

a. Amend the school's FRF to reflect, if applicable, the total funds available in
Program 1D 18907, less any planned carryover; total funds available in Program
ID 18907 in the 18907 column.

b. Amendments must be reflected in the school’'s Comprehensive Needs
Assessment, Academic and Financial Plan (i.e., Title | Plan) and FRF. Indicate
the date of revision on the FRF.

c. Amendments are approved by the CAS and Program Manager.

d. Submit an amended FRF to SPMS via Lotus Notes, attention Iris Mizuguchi.
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FISCAL GUIDELINES

1. Use of Title | Funds: o
The purpose of Title | is to meet the eqducational needs of children who are failing or
most at risk of failing to meet the State’s challenging content and performance
standards in schools with high concentrations of children from low-income families.

In schoolwide programs, a fundamental strategy is a schoolwide focus on teaching
and learning, with particular attention to the lowest-performing students. In targeted
assistance programs, all funds must be expended to serve those students targeted as
the lowest-performing students. ‘

Each decision on the use of Title | funds must be based on whether the funds will
have an impact on student achievement of our State standards. The more direct the
impact, the better the chance for the school to show positive results for the Title |
funds spent.

2. Minimum Parent Involvement Expenditures for ALL Schools:
For all schools, a minimum of 1% of a school's FY 2011-2012 Title l-allocation must
be budgeted and spent on parent involvement. Schools are responsible for keeping
records on file to verify the actual expenditures for audit purposes.

3 Minimum Professional Development Expenditures for Status Schools:
For school improvement, corrective action, planning for restructuring and restructuring
schools, a minimum of 10% of a school's FY 2011-2012 Title | allocation must be
budgeted and spent on professional development. Schools are responsible for
keeping records on file to verify the actual expenditures for audit purposes.

4. Minimum Professional Development Expenditures for Priority Attention
Schoois:- - :
For Priority Attention schools, a minimum of 50% of a schoof's FY 2011-2012
budgeted professional development funds (0.5 of the 10% professional development
set aside) must be used to assist your non-highly qualified teachers to become highly
qualified. Schools are responsible for keeping records on file to verify the actual
expenditures for audit purposes. Each CAS has a list of identified schools.

5. Fiscal Accountability: : _
a. Schools are fiscally accountable for their Title | funds.

b. Funds are to be expended and approved plans are to be implemented in
accordance with provisions of applicable Federal laws, regulations, and guidelines
as well as State laws, regulations, and guidelines on fiscal, procurement, and
personnel matters.. State fiscal guidelines are found in the "FMS User Policy &
Process Flow Guide.” ' '
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c. Title | schools are randomly selected for annual single audits by an auditing firm
contracted by the Department.

d. Selected Title | schools and the State are subject to periodic on-site reviews by the
U.S. Department of Education. The next Title | menitoring may occur during
Winter 2011.

6. Standards of Cost Allowability:
Standards of cost allowability are to be applied in determining cost allowability for a
given expense. Specifically, the school must be able to demonstrate that an expense:

e« Has animpacton student achievement of State standards and is necessary
for the proper and efficient performance of the Title | program. Refer to the
Fiscal Guidelines, page 6, item 1, (i.e., via a comprehensive needs assessment).

+ Is reasonable because it does not exceed the amount that would be spentby a
prudent person under the circumstances prevaliling at the time the decision was
made to incur the cost {i.e., vendor price quotes).

» s authorized or not prohibited under State laws or regulations (i.e.,
procurement procedures to procure services).

» For services are allocable. This means the expenditure benefited the federal
program in proportion to the relative cost (i.e., sign-in sheets to verify
participation in a professional development activity).

s [s adequately documented.

-In addition, a Targeted Assistance Program school must be able to demonstrate that
an expense: ,

+ [s for the benefit of the selected or targeted students.

o Is allocated among all programs (Federal and non-Federal) that benefit from the
expenditure in accordance with the relative benefits received.

Supplement v Suppiant — How would costs be covered in the absence of federal
funds? The school must also be able to demonstrate than an expenditure is used to
supplement not supplant non-federal funds.

7. Examples of Allowable and Unallowable Costs:
Allowable costs include the following. Note that any cost listed below must still fulfill
the requirements in the Fiscal Guidelines, page 6, item 5b and page 7, item & to be
allowed.

Revi 5 , i
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Personnel costs (excluding Grade Level Chairpersons and Department Heads)
Admission fees :

Bus transportation :

Food items/Meals (Refer to "Cost Saving Measures Relating to Food Provisions,”
memo dated July 10, 2008.)

+ Equipment

Costs that are not allowed include: ' - :
o ltems of a personal nature (e.g., awards, t-shirts, and lei). Use other sources of
funds, such as discretionary funds, PTA and community donations.
Alcoholic beverages
Contributions and donations
Entertainment
Fines and penalties
Fundraising costs
General government expenses. (e.g., new telephone system)
Funding of Volunteers in Service to America (VISTA) volunteers
Funding of Grade Level Chairpersons (GLCs) and/or Department Heads (DHs)

Bottom line: The expenditure must be aligned with the purposes of Title |1 and
benefits students in the disadvantaged population.

8. Payroll Encumbrances and Expenditures:
Schools are obligated for twelve (12) months of payroll for federally-funded,
ten-month employees, even though the summer pay following the school year is
charged to the next fiscal year. To properly provide for the payroll obligation:

a. Budget for twelve (12) months of salary and fringes for this year's Title |-funded,
ten-month employees in the FRF and also enter in the Expenditure Plan.
Budgeting for twelve (12) months of payroll will ensure that the carryover on
June 30, 2012 will be sufficient to cover the 2012 summer pay.

b. Budget for the 2011 summer salary and fringes of last year's Title I-funded , ten-
month employees in the FRF and also enter in the Expenditure Plan. See the
“Payroll Deadlines for Calendar Year 2011” schedule from the Accounting Section
to determine the 2011 summer pay periods that are charged to
FY 2011-2012. Budgeting for the 2011 summer pay will ensure that the
carryover on June 30, 2012 will be sufficient to cover the 2011 summer pay.

9. Program 1D and Project Code:
Program ID 18902 is used for school allocations funded by Title |, Part A. Project
Code P21 is cited in the Uniform Accounting Code on personnel documents (SF-5A
and the automated Casual Personnel System) for payroli purposes.

Program |D 18907 is used for restructured school allocations and is derived from
Program ID 18902, Title |, Part A. Project Code P07 is cited in the Uniform

8
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Accounting Code on personnel documents {(SF-5A and the automated Casual
Personnel System) for payroll purposes. :

10. Paraprofessional Tutor, Part-Time Temporary Teacher, and Substitute Teacher
Rates: -

The pay rates for FY 2011-2012 are:

Position Type Object Code Pav Rate
Paraprofessional Tutor 2721 $13.34
Part-Time Temporary Teacher
Class A (Bachelor's degree) 2744 $22.43
Class B (No bachelor's degree) 2744 $20.67
. Substitute Teacher (effective January 13, 2009)
Class | 2768 $135.20
Class |l 2769 $147.10
Class Il 2769 $159.00

11. Fringe Benefit Rates - Object Code - 2702:
The employer's share of fringe benefit rates assessed to Federal programs for FY

2011-201 2:.
Regular employees - 39.76%
Casual and hourly employees  3.58%
Substitute teachers - 9.78%
Stipends . 3.58%

Note that the 39.76% rate for reqular employees is an average rate. Since the
actual fringe benefits vary by employee, it is advisable to use the actual fringe
benefit amounts for each regular employee in preparing your budget. Actual fringe
benefit amounts for each Title -paid employee may be found in the monthly Payrolt
Detail Transaction Report. (DAFMZ032). '

12. Indirect Costs: _
Indirect costs (3.1 percent in FY 2011-2012) are deducted oh behaif of schools prior
to allocation. Therefore, schools do not need to budget for indirect costs.

13. Carryover from Previous Fiscal Year to Next Fiscal Year for Non-Restructuring
Schools:
a. A maximum of 15% of the prior year's allocation from Program ID 18902 of the
Title I, Part A fund balance may be carried over to the next fiscal year. The 15%
maximum carryover deadline is August 17, 2012. Any encumbrances and
expenditures from July 1 to August 17, 2012 will reduce the carryover amount.

b. A school must return any August 17, 2012 carryover balance in excess of the
15% ceiling to SPMS (Org ID 730) via BUD-3 for subsequent redistribution.

. Tab 12: Fiseal Guidelines -66-
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c. Caveat: Title | funding is intended to benefit the children in the 'ye_ar of
‘funding. Therefore, schools should not carry over a lafge balance of their
Title | funds. :

For ptanned carryover, include funds needed to cover summer programs funded by
Title | and summer pay for ten-month employees. Generally, a June 30 carryover of
30% or more raises a “red flag” in terms of serving the children in the year of
funding, even though the carryover may not exceed the 15% ceiling on

August 17, 2012. |

14. Carryover from Previous Fiscal Year to Next Fiscal Year for Restructuring

Schools: :

a. Schools whose restructuring support is less than or equal to their Title | formula
allocation may carry over 15% of their Title | (i.e., Program |D 18907) allocation
in excess of the restructuring cost to the next fiscal year. The15% maximum
carryover deadline is August 17, 2012. Any encumbrances and expenditures
from July 1 to August 17, 2012 will reduce the carryover amount.

A school must return any August 17, 2012 carryover balance in excess of the
15% ceiling to SPMS via BUD-3 for subsequent redistribution.

Caveat: Title | funding is intended to benefit the children in the year of
funding. Therefore, schools should not carry over a large balance of their
Title | funds.

For planned carryover, include funds needed to cover personnel costs for
summer proarams funded by Title | and summer pay for ten-month employees.
In general, a June 30 carryover of 30% or more raises a “red flag” in terms of
serving the children in the year of funding, even though the carryover may not
exceed the 15% ceiling on August 17, 2012,

b. Schools whose restructuring support is greater than their Title | formula
allocation may not carry over 15% of their Title | allocated funds (e.g., Program
ID 18907) to the next fiscal year. These funds must be expended in accordance
with their restructuring plan by August 17, 2012. ;

For Program ID 18907 funds, schools should include the amount needed to
cover personnel costs for summer programs funded by Title | and summer pay
for ten-month employees.

A school must return any August 17; 2012 balance to SPMS via BUD-3.

15. Employees Paid Solely With Federal Funds:
For employees working solely on a single federal funded program, certifications
shall be completed and signed by the employee or supervisor twice a year.
a. For the six months ending December 31 and June 30 of each year, and

10
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b. The end of the reporting period (State the beginning date and ending date, if
known, of when the employee worked during the reporting period.)

16, Employees Paid With Multiple Funding Sources:
Employées working on multiple programs but receiving one pay check (i.e., two
different federal programs or a federal program and a general funded program)
must: ,
a. Report at the end of every month the actual amount of time the employee was
engaged in program activities, and

b. Sign the certificate.

17. Payroll Certifications:
Payrol! certifications shall be;
a. Filed and maintained with all other documentation of fiscal transactions (i.e.,
purchase orders and inventory control} at the organization level (i.e., school
section, or office) executing the authority to expend the federal funds, and

b. Faxed to the Office of Fiscal Services, Accounting Section, Sharon Hiramoto, at
808-586-3374, sent via courier to Office of Fiscal Services, Accounting Section,
Attention: Sharon Hiramoto, or converted into a pdf and emailed via Lotus Notes
to Sharon Hiramoto.,

18. Deficits:
Deficit spending for the fiscal year is prohibited. There shall be no expendlture of
funds in excess of allotments. [f funds are allocated directly to the school, it is the
school’s responsibility to cover any excess expenditure(s). If funds are allocated to
the CAS (and then to the school), the CAS is responsible to cover any excess
expenditure(s).

19. Transfer of Title | Funds to Non-Title | Entity or Program ID:
Schools are not allowed to transfer Title | funds to a non-Title | school/organization
or a non-Title | Program ID.

1
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PURCHASING GUIDELINES

1. Schools must adhere to the guidelines and procedures as stated in the
“following memos:
« 'Food/Refreshments Expenditure Restrictions,” memo dated 4/14/11 ’
+ “Procurement and Contract Reminders for School Year 2011-2012,” memo
dated 7/1/11 :
« “General Fund Spending Restrictions for Fiscat Year 2011-12," memo dated
7/18/11 \

2. Accountability for All Title | Expenditures:
a. Describe expenditures in your Academic and Financial Plan.

b. Show planned expenditures on the FRF. These planned expenditures should
be aligned with expenditures within a school's Comprehensive Needs
Assessment and Academic and Financial Plan.

¢. Follow State purchasing/disbursement policies, procedures, and operations.

3. Equipment Inventory: '
a. Equipment purchased with Title | funds must be labeled as such and
appropriately entered into the school inventory. Use Funding Source
! code 13. '

b. Equipment purchased with Title | funds may only be transferred to Title |
schools.

c. Reference memo “Annual Certification of Fixed Assets Inventory” from James
Brese, 7/23/10. ' '

d. Hold files must be cleared the same year equipment is purchased.

4. Payment of Invoices: ‘ :
a. Check Item 6.4, Additional Backups Necessary for Payment of Invoices in the
“FMS User Policy and Process Flow Guide” to ascertain the
authorization/approval and backup documents necessary for payment of -
, invoices. Direct Payment, Purchase Order Payment— Specific Vendor,
Purchase Order Payment, and Travel Payment charts may also be accessed at
hitp://fms.k12.hi.us/VPCharts/, Vendof Payment Charts.

'b. Admission Fees, Bus Transportation, Food ltems, and Meals: Cite the Title |
- Allocation Notice exhibit number on the invoice or attach a copy of the exhibit
with the invoice to the Approvai to Pay report.

k 12 )
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PERSONNEL GUIDELINES

1.

Establishment of Fuli-Time and Half-Time Positions:

Title | funds may be used to establish full-time or half-time teacher and educational
assistant positions. The procedure for establishing a Title [-funded position is NOT
the same as buying a State-funded position. Work with the SPMS Title 1 program
manager and the personnel specialist in your district to establish a Title [-funded
position. SPMS provides the Title | tentative allocation information to the Office of
Human Resources each year, If your personnel specialist does not have the
tentative allocation information, please provide the most current allocation
spreadsheet upon request,

Uniform Accounting Code:
In order to charge personnel costs and fringe benefits to Program D 18902, use
Project Code P21 in the Uniform Accounting Code on personnel forms.

In order to charge personnel costs and fringe benefits to Program ID 18907, use
Project Code PO7 in the Uniform Accounting Code on personnel forms.

Substitute Teachers for Title -Paid Teachers on Sick Leave:

A school may need substitute teachers for Title |-paid teachers on sick leave. If
the school gets a substitute teacher for a Title |-paid teacher, the T-SEAS system
will automatically charge the cost of the substitute teacher to the school’s Titie |
account. If the school intends to use substitute teachers for this purpose, the
school should budget for the substitute teacher costs at the Class Il rate of $147.10
and fringe benefit rate of 8.78% on the Fiscal Requirements Form.

Substitute Teachers for Title [-Paid Teachers on Administrative Leave:

Since a Title I-paid teacher on extended administrative leave (e.g., longer than one
week), is not performing Title | duties while on administrative leave, the school
must inform the appropriate state office (i.e., OHR) to change the funding of the
position to a non-Title [ source.

Substitute Teachers for Teachers Participating in Certain State-Sponsored
Staff Development:

When SPMS or another State office authorizes payment for substitute teachers,
information will be provided to schools upon confirmation of registration for the
State-sponsored training activity. This information will inciude the type of leave
code and Program and Org 1D to be used in the T-SEAS system to charge the
substitute teacher cost to the particular State office.

13
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XIII. Fixed Assets

a. Fixed Assets Inventory

All fixed assets purchased with Title I funds should be properly labeled with the
following information:

Title X — School Name (e.g., Title I — Aloha School)

Program ID-Budget Fiscal Year (e.g., 18902-11 or 18507-11)

Purchase Order Number

Property Number (via the ERFI 10004)

Decal Number (e.g., bar code)

Serial Number . :

Funding source code 13 should be used for fixed assets purchased with Title I funds.
Schools should insert in this section the most recent inventory of Title I equipment. “The
listing should provide a description. of the equipment, location, tag/barcode number, cost and
date of purchase.” (USDE Title I Monitoring Indicators)
Complex area and school are able to describe the policy for equipment and real property Title
I-funded purchases that are utilized to support other educational programs or projects.
Record of school-wide expenditures that verify that funds have not supplanted non-Federal
funds. _

Schools should follow instructions as stated in the Annual Certification of Fixed Assets
Inventory memao.

Equipment inventory should be updated each school year.

Sign-out system for any Title I equipment is implemented and monitored.
Documentation of transfer of Title I equipment to other Title I schools. Title I equipment
may not be transferred to a non-Title I school.

O 00000

Possible Evidence

Evidence of conducting an annual physical inventory of equipment with

documentation from the most recent inventory to include a description of each equipment
item, location, tag or barcode number, cost, and date of purchase.

Sign-out and sign-in system

Documentation of transfer of any Title I equipment

Documentation of disposal of any Title I equipment
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NEIL ABERCROMBIE

KATHRYH S. MATAYQSHI
GOVERNOR

SUPERINTENDENT
STATE OF HAWAF'I
DEPARTMENT OF EDUCATION
P.0. BOX 2360
HONOLULU, HAWAI'| 56804
OFFICE OF FISCAL SERVICES

July 28, 2011
To: Assistant Superintendenfs

Complex Area Superintendents

Superintendent's Office Directors

Principals (All)

Complex Area Business Managers
From: ele ChHong, Acting Assistant Superintendent & Chief Financial Officer

Office of Fiscal Services:

Subject:  ANNUAL CERTIFICATION OF INVENTORY AND OTHER RELATED MATTERS

ANNUAL CERTIFICATION OF INVENTORY

Hawaii Revised Statutes {HRS), Section 103D-1208, Annual Inventory Reporting by State Officers,
requires the DOE fo compile and certify a list of fixed assets on hand as of each fiscal year end.

A memo from the Office of Fiscal Services dated March 3, 2011, alerted all schocls and offices of the
Annual Physical Inventory requirement and procedures for the fiscal year ended June 30, 2011. Schools
and offices were instructed to take physical inventory during March — June 2011, and make necessary
updates in the fixed assets Hold File and Property File in the FMS System by June 30, 2011.

Each school and office is now re;::eiving a copy of the following reports as of June 30, 201 1.

1. DAFMZ513: Fixed Assets by Subclass
2, DAFMZ514: Fixed Asset Inventory (by Location)

There is a Certification of Annual Inventory Report located on the fast page of the DAFMZ514 Report.

Please have the Schoo) Principal or Office Administrator complete, sign, and date the Certification

of Annual Inventory Report, and retuin the original to the Inventory Unit, Accounting Section, by
August 31, 2011. A copy of the Certification of Annual Inventory Report should be kept on file at
the schoolioffice. : |

If there are any questions on the Certification, please call the Inventory Unit at 586-3143.

Please centinue reading for other related matters regarding fixed asset inventory.

(o AN AFFIRMATIVE ACTION AND EQUAL CPPORTUNITY EMPLOYER

s Tab 13: Fixed -2-
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Assistant Superintendents, Complex Area Superintendents, Superintendent's Office Directors,
Principals {All} and Complex Area Business Managers

July 28, 2011

Page 2

OTHER RELATED MATTERS
Fixed Asset Reports — Property and Hold Files

The following reports are posted on the FMS website (hitp://fms k12.hi.us/) to assist you inverifying the

fixed assets inventory as of June 30, 2011, Click on - School/Office Reports, and see reports under
June 2011,

Report Neo. Report Title Report bDescription

DAFMZ201 Location and Detail Location Report List of 1ocati6n codes

DAFMZ513 Fixed Assets by Subclass Report Fixed asset records on the Propexty
File by subclass code

DAFMZ514 Fixed Assets Inventory Report Fixed asset records on the Property
—~ School Level File by location

DAFMZ517 Report of Hold File Records

Fixed asset recorxds on the Held File

Property File Records

The Property Fils should contain iterms that are under the custody, control, and use of the school/office. If

items need o be added or removed, changes/transfer/disposals should be processed as soon as
possible. :

Hold File Records

Onee an item is paid for, the item will go to the Hold File. (tems should be moved from the Hold File fo
the Property File with the appropriate location code. Schools/offices should use a Decal Log fo track
items from when they are received to when they are paid for and show up on the Hold File.

Archived Records

The following reports list fixed assets valued at less than $1,000 each, which were removed from the
Property File and Hold File as of June 30, 2011. These assefs did not meet the criteria of being theft-
sensitive, a work of art, or among the types of grouped items which remain on the Property File; and as

such, they were removed. The reports are posted on the FMS website (htin:/fms k12.hi.usf). Click on >
School/Office Reports, and see reports under June 2011,

Report Bo. Report Title Report Description

DAFMZ513A  Fixed Assets by Subclass Report Archived fixed asset records from
- Archived Records the Property File by subclass code

DAFMZ514A  Fixed Assets Inventory Report Archived fixed asset records from
School Level - Archived Records the Property File by locatlon

DAFMZ5172  Report of Hold File Records - Archived fixed asset records from
Archived Records the Hold File
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Assistant Superintendents, Complex Area Superintendents, Supermtendent’s Office Dlrectors

Principals (All) and Complex Area Business Managers

July 28, 2011
Page 3

Instructions for Processing Fixed Asset Transactions in the FMS System

The WIinFMS Help Index (htto:/fists.k12.hi.us/FMS2) provides "Walk Throughs” for the following:
Add Other Fixed Asset

Add-Transfer -

Individual Properties

Add Transfer — Mass Record Transfer

Change Fixed Asset Property File:

Breaking Up.a Fixed Asset ;

Change Transfer {
Delete Fixed Asset on Hold File '

Propeity Master Inquiry

Hold File Inquiry

Update from Fixed Asset Hold File

Disposal Web Application Tutorial

Recent Audit Findings & Related Corrective Action Plans

1 Finding: There is no evidence of the Annual Physical Inventory being performed.
Corrective For audit purposes, schools and offices should retain documentation
Action: evidencing that the Annual Physical Inventory was performed. This could

be count sheets, an FMS fixed asset report with check marks, etc.
Official Hawaii Administrative Rules (HAR), Section 3-130-6, Physical Inverntory,
Guidancet requires the DOE to conduct an annual inventory, to be verified by

physical count of all state property in their possession, custody,

i control, or use.

2 Finding: Some schools/effices.did not submit an Annual Certification of Inventory,
Corrective & list of schools and offices that do not return their Annual
Action: Certification of Inventory by August 31, 2011, will go to Adele Chong,

' Acting Assistant Superintendent and CFO for her information and action.
Official Hawaii Revised Statutes (HRS), Section 103D-1206, Annual Inventory
Guidance: Reporting by State Officers, requires the DOE to compile and certify a

list of fixed assets on hand as of each fiscal year end.

3 Finding: Fized asset ltems in property/hold record files were improperly recorded.
Corrective All users responsible for updating fixed asset records in the FMS System
Action: should be properly trained. Trainings are held periodically by 1878

(Information Systems Training Section}., Sign up at: http!//165.248.24.51.
The WinFMS Help Index also provxdes walk-through guides ati
https//ists, k12, hi,ug, FMS2.
Official DOE FMS User Policy and Process Flow Guide, Chapter 8, Property Inventory,
Guidance: provides rules/guidelines.
AC.TK:sh
Attachments

! Revised 8.24.09, 67.20.10, 08.01.11
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09/17/02 DOE FA SUBCLASS LISTING - THEFT SENSITIVE

TITLE

ADAPTIVE AUDIO VISUAL EQUIPMENT
ADAPTIVE COMMUNICATION-ALT AUGMENTATIVE COM DEVICE
ADAPTIVE COMPUTER EQUIPMENT

ADAPTIVE COMPUTER FURNITURE

ADAPTIVE COMPUTER SOFTWARE

ADAPTIVE COMPUTER, MICRO

ADAPTIVE COMPUTER, MICRO - CD-ROM DRIVES
ADAPTIVE COMPUTER, MICRO - CPU/MEMORY:
ADAPTIVE COMPUTER, MICRO - FLOPPY DRIVE
ADAPTIVE COMPUTER, MICRO - HARD DISK DRIVE
ADAPTIVE COMPUTER, MICRO - KEYBOARD
ADAPTIVE COMPUTER, MICRO - LASER PRINTER
ADAPTIVE COMPUTER, MICRO - OTHER
ADAPTIVE COMPUTER, MICRO - PRINTER
ADAPTIVE COMPUTER, MICRO - SCANNER
ADAPTIVE COMPUTER, MICRO - VIDEO DISPLAY
ADAPTIVE COMPUTER, NOTEBOOK

ADAPTIVE ENVIRONMENTAL CONTROL: DEVICES
ADAPTIVE EQUIPMENT - OTHER ASSISTIVE TECHNOLOGY
ADAPTIVE FURNITURE :

ADAPTIVE MOBILITY AIDS

ADAPTIVE POSITIONING AIDS

ADAPTIVE SELF-HELP-AIDS FOR DAILY LIVING
ADAPTIVE SENSORY EQUIPMENT

ADAPTIVE TELECOMMUNICATION EQUIPMENT
ADAPTIVE TOYS

ADAPTIVE WORD PROCESSING SYSTEM

AUDIO DISC PLAYER '

AUDITORY EQUIPMENT -
BARITONE '

BASS, STRING

BASSOON

BELLS, ORCHESTRA

BELLS, RESONATOR
"BELLS, TONAL

BLOWERS

BOOK, ENCYCLOPEDIA

BOOK, LIBRARY

BOOK, LIBRARY - %16.00

BOOK, OTHER MISC.

BOOK, TEXT

BOOK, TEXT - $16.00

BOOKCASE

CALCULATOR- ELECTRIC

CAMERA, MICROFILM

CAMERA, MOTION

CAMERA, PICTURE PRINTER

CAMERA, STILL

CAMERA, VIDEO

CASE, MUSICAL INSTRUMENT

CASSETTE

TAPE PLAYER

CASSETTE TAPE RECORDER
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SUBCLASS

370002
370003
370004
370005
370018

© 370006

370016
370007
370008
370009
370010
370011
370012
370013
370014
370015
370017
370019
370020
370021
370022
370023
370024
370025
370026
370027
370028
206119
240024
230037
230043
230044
230053
230054
231421
330078
409800
409501
4099800
400101
409903 -
403902
100094
30016l
200166
206202
206204
206203
206302 |
231155
206102
206103
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TITLE

CASSETTE TAPE SYNC/PLAYER
CASSETTE TAFPE RECORDER

CASSETTE
CASSETTE
CELLO

TAPE SYNC/PLAYER
TAPE SYNC/RECORDER

CHATR STUDENT 11-12
CHATR STUDENT 13-14
CHAIR STUDENT 15-16
CHATR STUDENT 17-18
CHATR STUDENT, OTHERS
CHAIR-DESK

CHATR, FOLDING

CHATR, LIBRARY READING (HEAVY)
CHATR, OTHERS

CHAIR, SIDE

CHATR, SWIVEL OTHERS
CHATIR, SWIVEL TEACHER
CHAIR, WHEEL

CHIMES
CLARINET,
CLARINET,
CLARINET,
CLARINET,
CLARINET,
CLEANER,
CLERNER,
CLEANER,
CLEANER,
COMPUTER
COMPUTER

COMPUTER -
COMPUTER -
COMPUTER-

COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
. COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,
COMPUTER,

Revised 8.24.09, 07.20.10, 08.01.11

ALTO
BASS
BFLAT
CONTRA-BASS
EB SOPRANO
BLAST METHOD (BEAD)
SAND (SANDBLASTING)
SPRAY SYSTEM
STEAM
FURNITURE
SOFTWARE
AV APPLICATIONS
COLOR ENLARGER
PRINTER
MICRO
MICRO-CPU/MEMORY
MICRO-FLOPPY DRIVE
'MICRO-HARD DISK DRIVE
MICRO-KEYBOARD
MICRO-LASER PRINTER
MICRO-OTHER
MICRO-PLOTTER
MICRO-PRINTER
MICRO-SCANNER
MICRO-TAPE BACK UP
MICRO-VIDEO DISPLAY
MICRO, CD-ROM DRIVES
MICRO, MULTI-STATION BUNDLE
MINT
MINI-CPU/MEMORY
MINI-FLOPPY DRIVE
MINI-HARD DISK DRIVE
MINT-KEYBOARD
MINI-LASER PRINTER
MINI-OTHER
MINI-PLOTTER
MINI-PRINTER

SUBCLASS

206105 °
206103
206105
206106
230130
100200
100201
100202
100203
100204
100208
100194
100196
100206
106198
100197
100195
350204
230213
230221
230222
230223
230224
230225
331260
221119
220878
220226
251350
251365
250240
250241
251359
252000
252001
252002
252003
252004
252008
252007
252010
252005
252011
252009
252006
252013
252012
252100
252101
252102
252103
252105
252109
252108
252110
252106
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TITLE SUBCLASS

COMPUTER, MINI-SCANNER 252111
COMPUTER, MINI-TAPE- DRIVE 252104
COMPUTER, MINI-VIDEC DISPLAY 252107
COMPUTER, NOTEBOOK : _ 253300
COMPUTER, NOTEBOOK 253000
CORNET 230254
CUTTER/TRIMMER 300271
CYMBAL . 230276
DESK, SINGLE PEDESTAL OR TEACHER 100287
DESK, SINGLE PUPIL : : 100288
DESK, STUDENT ART/DRAWING . 100289
DESK, STUDENT TYP/BUS MACHINE 100291
DESK, TWO-PUPIL 100292
DRUM, BASS 230311
DRUM, BONGO ’ 230093
DRUM, CONGO : ‘ : 230312
DRUM, HAWATIIAN 231272
DRUM, PRACTICE 231261
DRUM, SNARE . 230313
DRUM, TENOR 230314
FINE ARTWORK 100365
FISH POLE (FOR BOOM MIKE) 201191
FLOOR MAINTENANCE MACHINE 330375
FLUTE , 230376
GUITAR 7 230425
GUITAR, ELECTRIC : 231287
HARP ’ 230434
HIGH FIDELITY SYSTEM 201151
HOLDER, MUSICAL INSTRUMENT 231175
HORN, ALTO 230446
HORN, BARITONE 230447
HORN, ENGLISH 230448
HORN, FLEUGAL . 231457
HORN, FLEUGAL, ALTO ‘ 230449
HORN, FRENCH -~ : 230450
ILI'ILI 231461
INSTRUMENTS, POLYNESIAN, OTHERS 231475
INTER-COMMUNICATION SYSTEM . ] 201281
IPU, GOURD 241438
KALA'AU 231473
MANDOLIN 231076
MARIMBA 230535
MODEM 251368
MOTOR VEHICLE - BOOKMOBILE 700592
MOTOR VEHICLE - BUS 700593
MOTOR VEHICLE - PASS CAR 700595
MOTOR VEHICLE - TRACTOR 700602
MOTOR VEHICLE - TRUCK 700528
MOTOR VEHICLE - TRUCK, STAKE RODY 700599
MOTOR VEHICLE - VAN OR PANEL 700600
MOTOR VEHICLE, MOTORCYCLE ' : 990601
MOWER . . e 330606
MUSIC AIDS ' ’ 231386
MUSIC CONSOLE ' . v 231441
NETWORK COMMUNICATICONS EQUIP 252402

NETWORK INTERFACE CARD 252401
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TITLE
PERCUSSION INSTRUMENT
PIANO KEYBOARD

PICCOLC : .
PLAYGROUND EQUIP, BALANCE BEAM
PLAYGROUND EQUIP, BUCKING BR
PLAYGROUND EQUIP, CENTIPEDE
PLAYGROUND EQUIP, CLIMB GYM
PLAYGROUND EQUIP, CLIMB-A-ROUND
PLAYGROUND EQUIP, HORIZONTAL BAR
PLAYGROUND EQUIP, HORIZONTAL LADDER
PLAYGROUND EQUIP, JUNGLE GYM
PLAYGROUND EQUIP, MERRY-GO-ROUND

PLAYGROUND EQUIP, OTHER

PLAYGROUND EQUIP, PARALLEL BAR

PLAYGROUND EQUIP, RINGO
PLAYGROUND EQUIP, SEE-SAW
PLAYGROUND EQUIP, SLIDE
PLAYGROUND EQUIP, SWING
PLAYGROUND EQUIP, TETHER POLE
PLAYGROUND EQUIP, TODDLE CLIMB
PLAYGROUND EQUIP, TUNNEL
PRINTS, ARTS

PU' ILI

RHYTHM INSTRUMENTS
SANDER/GRINDER

SAW

SAXOPHONE, ALTO

SAXOPHONE, BARITONE
SAYXOPHONE, BASS

SAXOPHONE, SOPRANO

SAXOPHONE, TENOR
SHEARS/CUTTER

SHEARS, GRASS

SPECIAL EDUCATION EQUIPMENT
SYNTHESIZER

TABLE MULTI-PUPIL 30 X 60
TABLE-BENCH

TABLE, - BILLIARD .

TAELE, CONFERENCE

TABLE, DEMONSTRATION

TABLE, DISH RETURN, PORTABLE
TABLE, DRAFTING/ART

TABLE, ECONOMY SEWING MACHINE
TABLE, EXAMINING

TABLE, FOLDING
TABLE, FOOTBALL.
TABLE, MULTI-PUPIL 36 X 72
TABLE, OTHERS

TABLE, ROUND

TABLE, SLOPE TOP

TABLE, SQUARE

TABLE, TABLE TENNIS
TABLE, ,TOP PROTECTOR .
TABLE, TRAPEZOIDAL

i
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-.101405 ~ . . -

SUBCLASS
230646
231106
230651
346641
346642
346643
346645
346644
346646
346647
346648
346642
346640
346650
346656
346651
346652
346653
346654
346655
346657
" 320650
231477
230775
220793
220796
230807
230808
230809
230810
230811
220845
330839
247002
231148
100936
100944
340927
100930
100931
310932
100933
221465
360936
101479
341137
100937
100841
100938
100839
100528
340940

100942
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TITLE SUBCLASS

TABLE, WORK : 100943
TAMBOURINE 990945
TELECOMMUNTCATION-RECEIVER/ TRANSMITTER 251414
TELECOMMUNICATION-VIDEO DISPLAY - 251413
TELECOPIER (FAX) . 301373
TELEVISION - COLOR 206311
TIMBALES 230980
TRATLER 220992
TRIMMER/EDGER 331002
TROMBONE 231004
TRUMPET ’ ’ 231007
TUBA 231008
TUNER 231009
TYMPANT : 231010
TYPEWRITER, ELECTRIC 301014
TYPEWRITER, ELECTRONIC 301015
TYPEWRITER, MANUAL , 301019
TYPEWRITER, OTHERS _ 301017
UKULELE : 231021
ULIULI , 231354
VACUUM MACHINE 330324

' VIDEO ACCESSORIES - , 206301
VIDEO DISC (LAZER DISC) 206307
YIDEQ DISC PLAYER 201462
VIDEQ DISPLAY/TERMINAL 252400
VIDEQO EDITING CONTROLLER . 206313
VIDEO FILM PLAYER 206314
VIDEC SOFTWARE (COMM RECORDINGS) 206316
VIDEC SYSTEM EQUIPMENT - ‘206317
VIDECCASSETTE EVALUATOR/CLNR 206330
VIDEOCASSETTE PLAYER/RECORDER : 206326
VIDEOTAPE PLAYER/RECORDER ) 206322
VIOLA 231035
VIOLIN ' : 2310386
WORD PROCESSING SYSTEM 251284
XYLOPHONE 231067

http://fms-reports.k12.hi.us/P000151/1R0.htm
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+

Code

01
02
03
04

05

06
10
11
12

14%

15
16

17
18
19
20
21
22
23
24

25
26

27
28
29
30
31
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FMS User Policy and Process Flow- Guide
Chapter 8 — Property Inventory

LIST OF FUNDS

Description

General Fund. Used by schools

Special Fund

Loan Fund

Local School Funds. Funds accumulated by the schools and not provided from
State appropriations or from Federal Government. '

Other Funds received from PTA groups, donations from private individuals to
include corporations, trust fund in State Treasury, etc.

Federal Funds. Except those federal funds specifically identified below.
National Defense Education Act, P.L. 864, Title III. (NDEA Title III)

Training of Teachers of Handicapped Children, P.L. 85-926

Economic Opportunity Act-Community Action Program, Title II-A, P.L. 88-452 -~ =
(CAP) .

Special Programs in Areas Having High Concentrations of Children in Low
Income Families, Elementary and Secondary Education Act of 1965, Title I,
P.L. 89-10. (ESEA Title I)

(OBSOLETE) School Library Resources, Textbooks, and Other Instructional
Materials, Elementary and Secondary Education Act of 1965, Title II, P.L. 89-
10. (BSEA Title II) *NOT TO BE USED, SEE CODE 26

Supplementary Educational Centers and Services, Elementary and Secondary
Education Act of 1965, Title III, P.L. 89-10. (ESEA Title III)

Strengthening State Department of Education, Elementary and Secondary
Education Act of 1965, Title V, P.L. 89-10. (ESEA Title V)

Educational Improvement of the Handicapped, P.L. 94-192. (ESEA Title VI)
Educational Professions Development Act, P.L. 90-35. (EPDA)
Administration Funds, P.L. 89-10, Title I, Chapter 1

Vocational Education Aniendment of 1968, P.L. 90-576 (Vioc. Ed. B3)

Title I of Demonstration-Cities & Metropolitan Development Act of 1966, (MCA)
Career Opportunities Program, P.L. 89-329 (COP)

Drug Education Program, P.L. 90-35 (Drug Ed.)

Title 1, 11, and HI, Library Services and Construction Act, Inter. Library (Lib-

LSCA)

Education of Handicapped Children in State Schools, P.L. 89-313

Libraries and Learning Resources, Elementary and Secondary Education Act of
1965 (Amended 1974) Title IV, Part B, P.L. 93-380. (ESEA Title IV-B)
ESAA (Emergency School Aid Act)

Non-Food Assistance Fund, Child Nutrition Act, P.L. 89-642

Improvement in Local Educational Practice, ESEA Title IV, Part C

Education Consolidation and Improvement Act of 1981, Chapter 2 (ECIA)
Hana Kupono
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LINDA LINGLE
GOVERNOR

KATHRYN S, MATAYOSHI
INTERIM
SUPERINTENDENT

STATE OF HAWAU'l
DEPARTMENT-OF EDUCATION
P.O. BOX 2360
HONOLULU, HAWAP'l 96804

. OFFICE OF CURRICULUM, INSTRUCTION AND STUDENT SUPPORT

September 13, 2010

TO: Complex Area Superiptendents
| bty
FROM: Daniel S. QamagsfASsistant Superintendent

SUBJECT: Labeling of Title I Fixed Assets

Title I schools have requested guidance on the specificity of information that should be placed on
fixed assets purchased with Title I funds. The Special Programs Management Section (SPMS)
requests your assistance in sharing this information with your Title I schools.

Funding source code 13 should be used for fixed assets purchésed with Title I funds.

Although schools have purchased fixed assets with Title I funds since 1965, Title I schools

should label fixed assets purchased with Title I funds commencing with SY 2009-2010 using the

following information: )
o TitleI- School Name (e.g., Title I — Alcha School)

Program ID-Budget Fiscal Year (e.g., Program ID 18902-10 or Program ID 18907-11)

Purchase Order Number

Property Number

Decal Number

Serial Number

It is highly recommended that schools label their fixed assets with the above information using:
(1) an engraver, (2) permanent marker covered with clear tape, or (3) mailing labels that contain
the typed information covered with clear tape. Moreover, fixed assets should be marked in
multiple locations. Information identification should be easy to find as well as placed in a
hidden location. It should be on the front/side of the fixed asset and/or hidden within the fixed
asset.

Questions may be directed to Sharon Nakagawa, Wesley Hau or Iris Mizuguchi, Special
Programs Management Section, at (808) 203-5520 or through Lotus Notes.

- DSH:IM:at

...~ g Interim Superintendent -
Assistant Superintendents
Superintendent’s Office Directors

AN AFFIRMATIVE ACTION AND EQUAL OPPORTUNITY EMPLOYER
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XIV. Title I Personnel

School must provide a current list-of all Title I- funded personnel, instructional and
administrative.

Complex Area and school personnel are aware of the payroll certification of employees
paid with federal funds.

Personnel paid in whole or part by a federal program, know the sources of their salary
funding, and the activities and compliance requirements associated with the funding
sources.

Note: Auditors may ask person funded with federal dollars to describe...

e the program they work for,

e the goals of the program; and

e how do they further those goals; and to explain what is A-87 (the Office of
Management and Budget [OMB] Circular that defines allowable costs for federal
grants programs).

State, Complex Area and School Personnel are familiar with the State of Hawaii
Department of Education Standard Practice (SP) Document.

Highly Qualified Teachers

The Federal No Child Left Behind Act of 2001 requires that all teachers in the NCLB core
academic subject areas eam the highly qualified designation. Federal law defines core
academic subjects as: English/language arts (including reading and writing),
mathematics, science, civics and government, economics, history, geography, foreign
languages, and art (general art, painting and drawing). Elementary teachers and special
education teachers responsible for direct instruction in the core academic subjects must
also earn the highly qualified designation.

Title IIA Teacher Quality Materials and Information
All Title I A documents, including the State Highly Qualified Teacher plans, Title II
Definitions, Title IT Guidelines, Principal’s Handbook, frequently asked questions, and

updates are available at http://doe.k12 hi us/teacherquality

Highly Qualified Requlrement for Title I Schools
§1119(a)(1) of the ESEA requires that all teachers hired after the first day of the 2002~
2003 school year to teach in Title I programs must be highly qualified.

For Title I School-wide Programs:

In a Title I School-wide program, highly gualified teacher requirements apply to
all teachers of core academic subjects, without regard to whether the position is
funded with federal, state, or local funds.
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For Title I Targeted Assistance Prograﬁls:
In a Title I Targeted Assistance program, highly qualified teacher requirements

apply to all teachers who are paid with Title I. Part A funds.

In 2009 the state was monitored by USDOE for compliance with Title IIA requirements,
some of which are directly related to Title . In this monitoring USDOE found that the
state had not ensured that @/l teachers hired to teach after the first day of the 2002-2003
school year in Title I programs were HQ at the time of hire. In response, the state
established the following corrective action:

The state requires that whenever possible only teachers who meet HQ criteria provide
instruction in core academic subjects in all Title I schools (both targeted assistance and
school-wide programs). In the event that a non-HQ teacher is hired to provide instruction
in core academic subjects, schools must implement the following three steps:

#1 The principal must document why the hiring was unavoidable — place
Reference sheet in Tab 5 to indicate the location and contact person of
these documents

#2 The teacher must complete an approved professional development plan
within 30 days of assignment or hire describing how that teacher will meet
the highly qualified requirements in at least one of the NHQ academic
content areas taught within one year; and

#3 The principal is responsible for ensuring teacher professional development
plans are complete, approved by DOE, funding assistance as appropriate is
provided to the teacher in order to carry out the professional development
plan, and to monitor the plan throughout the year to ensure that timelines
described in the plan are met.

- ' ‘Paraprofessionals
(Reference used: USDE Highly Qualified Teacher Non-Regulatory Guidance, Revised August 5,
2005)

For the purposes of Title I, Part A, a paraprofessional is an employee of an LEA who
provides instructional support in a program supported with Title I, Part A funds.
Paraprofessionals who provide instructional support include those who (1) provide one-
on-one tutoring if such tutoring is scheduled at a time when a student would not
otherwise receive instruction from a teacher, (2) assist with classroom management, such
as by organizing instructional materials, (3) provide instructional assistance in a computer
laboratory, (4) conduct parental involvement activities, (5) provide instructional support
in a library or media center, (6) act as a translator, or (7) provide instructional support
services under the direct supervision of a highly qualified teacher. (Title I, Section

1119[g][2])

Because paraprofessionals provide instructional support, they should not be providing
planned direct instruction, or introducing to students new skills, concepts, or academic
content.
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What are the requirements for the supervision of paraprofessionals?
Paraprofessionals who provide instructional support must work under the direct
supervision of a highly qualified teacher. (Section 1119[g][3][A]) A paraprofessional
works under the direct supervision of a teacher if (1) the teacher prepares the lessons and
plans the instructional support activities the paraprofessional carries out, and evaluates
the achievement of students with whom the paraprofessional is working, and (2) the
paraprofessional works in close and frequent proximity to the teacher (200.59{c]{2] of the
Title I regulations). As a result, a program staffed entirely by paraprofessionals is not
permitted.

Not Meeting Supervision Requirements:

A program where a paraprofessional provides instructional support and a teacher visits a
site once or twice a week but otherwise is not in the classroom, or a program where a
paraprofessional works with a group of students in another location while the teacher
provides instruction to the rest of the class would also be inconsistent with the
requirements that a paraprofessional works in close and frequent proximity to a teacher.

What are the qualification requirements for Title I-funded paraprofessionals?
o All Title I-funded paraprofessionals must have a secondary school diploma or its
recognized equivalent.
e Additionally, except as noted below, paraprofessionals hired after January 8, 2002,
and working in a program supported with Title I, Part A funds must have:
1) Forty-eight (48) semester credits of 100 or higher level courses from a
regionally accredited institution of higher education recognized by the Hawaii
Department of Education. The 48 credits may be from various program or
academic subject areas. In addition, 6 of the 48 credits must have been for math
and English courses at the 100 level or higher. OR

2) An Associate in Arts (AA) or Science (AS) degree from a regionally
accredited institution recognized by the Hawaii Department of Education. The

credits earned for the degree must have been for courses that are 100 level or
higher. OR '

3) A certificate with a minimum score of 459 on the ParaPro Assessment
provided by the Educational Testing Service.

e Paraprofessionals hired on or before January 8, 2002, and working in a program
supported with Title I, Part A funds must have met these requirements by June 2006.

¢ Paraprofessionals who only serve as translators or who only conduct parent
involvement activities must have a secondary school diploma or its equivalent but do
not have to meet the additional requirements. (Section 1119[e])

e In Hawail, the paraprofessionals in the Kupuna program are exempt from the
paraprofessional requirements.

s If a person working with special education students does NOT provide any
instructional support (such as a person who solely provides personal care services),
that person is not considered an instructional paraprofessional under Title I, Part A,
and the requirements do not apply. |
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e Instructional paraprofessionals must be under the supervision of a highly qualified
public school teacher, and in close and frequent proximity to that teacher.

For Title I School-wide Programs:

The paraprofessional requirements apply to all instructional paraprofessmnals ina Title I
school-wide program, without regard to whether the position is funded with Federal,
State, or local funds. In a school-wide program, Title I funds support all teachers and
paraprofessionals.

For Title I Targeted Assistance Programs:
In a Title I targeted assistance program, the requirements apply to all 1nstruct10na1
paraprofessionals who are paid with Title I, Part A funds.

The major changes published.on March 1, 2004, Title I Paraprofessionals Non-

Regulatory Guidance state:

¢ The paraprofessional requirements do not apply to individuals working in 21%
Century Community Learning Center Programs and are NOT paid with Title I, Part A
funds.

s The paraprofessional requirements do not apply to paraprofessionals working in Head
Start programs unless the instructional paraprofessional is working in a Head Start
program jointly funded with Title I, Part A funds and the paraprofessional’s salary is
paid with Title I, Part A funds.

o “Two yeats of study” at an institution of higher education means the equivalent of
two years of study defined by the institution of higher education rather than the State
educational agency.

Educational Aides/Teacher Aides; Paraprofessionals who provide direct instructional
services to students must meet minimum requirements. For more information on the
application process, refer to the Support Services Personnel (SSP) website:
hidoejobs.k12 hi.us

Educational Aides Professional Development: For more information on professional
development information and resources call Joy Okimoto 576-4077 x254.

Non-HQT Teacher or instructional paraprofessionals not meeting NCLB
requirements may NOT be paid with Title I Part A funds.

These requirements apply to all teachers and instructional paraprofessionals providing
instruction in the core areas (e.g., English/language arts (including reading and writing),
mathematics, science, foreign languages, civics/government, economics, history,
geography and arts (general art, painting and drawing) and employed in school-wide
prograims. ,
These requirements apply to teachers and instructional paraprofessionals funded by Title
I funds in Targeted Assistance Program (TAP) schools providing instruction in the core
areas. Section 1119
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Substitute Teachers

The Federal No Child Left Behind Act of 2001 requires that all teachers in the NCLB core
academic subject areas earn the highly qualified designation. Federal law defines core
academic subjects as: English/language arts (including reading and writing),
mathematics, science, civics and government, economics, history, geography, foreign
languages, and art (general art, painting and drawing). Elementary teachers and special
education teachers responsible for direct instruction in the core academic subjects must
also earn the highly qualified designation.

Parents must be notified if a non-highly qualified substitute teacher has taught a core
academic class for four or more consecutive weeks.

The US Department of Education highly recommends that substitute teachers be allowed
to earn the HQ designation. To this end, substitute teachers may submit documentation
of HQ status to the Hawaii DOE Federal Compliance, Title II Section.

To earn a highly qualified designation in a core academic subject a teacher must:

Have a bachelor’s or higher degree; and

Full state licensure; and

Be teaching at the grade levels authorized by that license; and

Have passed the PRAXIS IT exam for that subject and grade level, or

If a secondary teacher, have demonstrated subject matter competency, through
a major in the subject area or 30 semester hours of college credits in the
subject area; or ' _

6. If a teacher with one or more academic years of teaching experience, be able
to earn the designation through an alternative demonstration known as
HOUSSE.

Ll bl

To learn more about or apply for the HQ 'designation, access the HQT webpage at:
https://doe.k12.hi.us/teacherquality , click on “Tool Kit.”

In September of 2011 DOE will provide principals with a list of substitute teachers in
their schools who are HQ in each subject area. .

Questions regarding the substitute teacher HQT data collection can be sent to the Lotus
Notes HQT email account at hqt@notes.k12.hi.us or feel free to contact the HQT Team at
586-4077.

Act 187 afforded the Board of Education the authority to provide wage adjustments for
substitute teachers. Effective January 13, 2009, substitute teacher will be classified and
receive per diem rates as follows:
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Class I: Substitute Teachers who do not possess a Bachelor’s degree.
Current Class I should continue toward fulfilling the requirements for a
Bachelor’s degree.
Daily per diem rate:  $135.20

Class II: Substitute Teachers with a Bachelor’s Degree from a regionally accredited
college/university or equivalent in the United States.
Daily per diem rate: -$147.10

Class III: Substitute Teachers who are/possess.
(a) acurrent, contracted Department of Education teachers or
(b) a valid Hawaii teaching license or
(c) a highly qualified teacher, meaning completion of a SATEP (State-
Approved Teacher Education Program)
Daily per diem rate: $159.00

The Highly Qualified Teacher Non-Regulatory Guidance, Revised August 5, 2005 states,
“Substitutes take the place of teachers and, therefore, play a critical role in the classroom
and the school. It is vital that they be able to perform their duties well. It is strongly
recommended that substitutes, especially long-term substifute teachers, as defined by the
State, meet the requirements for highly qualified teachers as defined in Section 9101(23)
of the ESEA and Section 602(10) of the IDEA. In establishing a definition for a long-

" term substitute, SEAs and LEAs should bear in mind that the law requires that parents of
children in Title I schools must be notified if their child has been assigned to, or has been
taught for four or more consecutive weeks in a core academic subject (English, reading or
language arts, mathematics, science, foreign languages, civics and government,
economics, fine arts, history, and geography) by a teacher who is not highly qualified.”

Possible Evidence

DOE Memos and Notices: Revised Standard of Practice on Payroll Certification of
Employees Paid With Federal Funds Dated:

(Confidential) Current List of all Title I-funded Personnel — instructional and
administrative

Internal controls — written procedures

Original Payroll Certification forms or reference location & contact person
Original Single cost forms
Original Multi-cost forms with time sheets

Evidence that forms were faxed to Office of Fiscal Services Accounting Section,
Sharon Hiramoto, at (808) 586-3374 or courier to Office of Fiscal Services
Accounting Section, Attention: Sharon Htramoto or PDF File(s) emailed via Lotus Notes
to Sharon Hiramoto.
. Multi-cost forms
____ Single cost forms

Copies of AC-4s/BUD-3s (if applicable)

Revised 8.24.09, 07.20.10, 08.01.11 Tab 14: Title I Personnel  (6)



NEIL ABERCROMSBIE

KATHRYN S. RATAYQSHI
GOVERNOR

SUPERINTENDENT

STATE OF HAWAL'l
DEPARTMENT OF EDUCATION
P.O. BOX 2360
HONOLULU, HAWAPI 96804

OFFICE OF THE SUPERINTENDENT

July 11, 2011

To: Assistant Superintendents
Complex Area Superintendents
Superintendent's Office Directors
Pringipais
YOS AL
From: b@ﬂ. Kathryn S. Matayoshi, Superintendent

Subject: Payroll Certifications of Employees Paid With Federal Funds Effective for
Fiscal Years 2010-11 and 2011-12

in accordance with Cffice of Management and Budget (OMB) Circular A-87, “Cost Principles for
State, Local and Indian Tribal Governments,” Attachment B, Paragraph 8.h.(3), all emplovee (i.e.,
teachers, PTTs, PPTs, EAs, etc.) salaries and wages charged to federat grants must be supported
by periodic certifications that the employees worked on those federal grants. This memo explains
the required procedures and forms,

Please ensure that the appropriate program managers receive this information. Any educational
officer or principal acting as a program manager or authorized person to expend federal program
funds must follow these procedures.

1. A specific program |D and program name must be written on the payroll certification form
(e.g., 18902, NCLB Title | LEA Grant-School Improvement).

2. Signature and date signed must be completed.
a. Single-Cost Personnel (Payroli Certification Form PC-1 Revised July 2011)

1) Only one signature is required for personnel working solely on a single-cost objective
paid with federal funds; and

2) The form must be completed twice a year, within thirty (30) days after December 31
for the period July to December, and within thirty (30) days after June 30 for the
period January to June.

3) Single-cost objective for person paid with multiple sources of funds (one of whichis a
federal program): _
if a persen is being paid with multiple funding sources (at least one is federally
funded) during a single period of time and the objective for the fund is the
same, a single-cost objective payroll cerfification must be completed. For example, if
a person is paid during the schoo! day as a Title | coordinator with weighted student
formula and Title | funds, the person is working on a single objective. Though the

AN AFFIRMATIVE ACTION AND EQUAL OPPORTUNITY EMPLOYER

Revised 8.24.09, 07.20.10, 08.0L.11 Tab 14: Title | Personnel -7-



Assistant Superintendents, Complex Area Superintendents,
Superintendent's Office Directors, Principals

July 11, 2011

Page 2

person is paid with two funding sources, it is still a single objective; and therefore, a
single-cost objective payroll certification is completed.

b. Multi-Cost Personnel (Payroll Certification Form PC-2 — Revised July 2011)

1) Two signatures are required for personnel working in multlple programs/cost
objectives within the same time period of which at least one is a federa! funding
source,; :

2) The form must be completed monthly by the employee and the employee’s
supervisor, no later than thirty (30) days after each month; and

3) Documents need to.be filed and maintained at the organization level (i.e., school,
section or office) with all other fiscal documentation to verify time and effort spent in
each program.

3. Please send coples of completed forms via scan/email to Sharon Hiramoto, Offlce of
Fiscal Services (OFS), Accounting Section, on Lotus Notes, or via fax to OFS
Accounting Section at 808-586-3374.

4. The original of the payroll certification form(s) must be maintained in the school or office.

5. OMB Circular A-87, Attachment B. Paragraph 8.h.(5) also requires "Personnel activity
reports,” [timesheets] “must reflect . . . the actual activity of each employee.” Therefore, we
must maintain proper timesheet documentation of each employee charged to federal grants
Attached are samples of timesheets that must be used. Requirements are:

Employee’s legal name

Funding source (for each program)
Work schedule (for each program)
Sign infout time

Dates

Employee initials

Supervisor signature

Total hours worked per pay period

Time of work for that employer. Attachment A and B are samples of Time and Effort
Sheets.

® & & & & &6 0 o @

6. Attached is a “Frequently Asked Questions” (FAQ) document for your reference.

Please contact Edwin Koyama, Accounting Director, at 808-586-3450, if you have any further
questions.

KSM:EK kye
Attachments

c: Deputy Superintendent
Executive Assistantto Supenntendent
Complex Area Business Managers
Administrative Services Assistants
Charter School Administrative Office -
OFS Accounting Services Branch
Accounting Section

Revised 8.24.09, 07.20.10, 08.01.11 Tab 14; Title | Personnel -8-



STATE OF HAWAII

DEPARTMENT OF EDUCATION
P.0. BOX 2360
HONOLULU, HAWAT'l 96804

Payroll Certification

For use when working solely on a single cost objective

I, , certify that one-hundred percent
(Print name of employee)

of my time and effort was spentas a paid with funds
(Identify specific activity)

from the Grant (Program |D#/Name)

at for the Department of Education, State of Hawaii,
(Name of school/office)

from through
Employee Signature: Date*:

l, , certify that | have supervised
(Print name of supervisor) )

the above stated employee and that all the information as stated above are true.

Supervisor Signature**; Date:

Posltion held: Contact No.:

*Payroll certification must be signed twice a year for staff who are fully funded with federal funds. Additionally,
the signature date must be an “after-the-fact® date (within 30 days after December 31 and within 30 days after
June 30). In other words, the dulies that staff are certifying to, have aiready been performed.

**%Supervisors of Title [ fullyfunded staff (e.g., Principals), may co-sign with the Title | staff or slgn for to verify the
single-cost activity. Signature dates must also be an “after-the-fact” date (within 30 days after December 31 and
within 30 days after June 30).

As per requirement from OMB Circular A-37- Attachment B, Paragraph 8.h.(3) PC1 - Revised July 2011
. ' Tab 14: Title | Personne! -9-
Revised 8.24.09, 07.20.10, 08.01.11 -



STATE OF HAWAII

DEPARTMENT OF EDUCATION
P.0. BOX 2360
HONOLULU, HAWAT'T 96804

Payroll Certification

For use when working in multiple cost objectives

, certify that | have worked on the

(Print name of employee)

following grant (cost) objectives during the month of in the year

programs are indicated below:

Total Effort 1.0

I certify that this report is an afterthe-fact determination of actual effort expended for the

period indicated and | have a schedule/time sheet and student list (student list, if applicable)
to support each cost objective. '

Employee Signature: Date™*:

khkkkkhkkkhkkkhkhhkhkhhhhkkkhkkhkkhkkkkkhkkkkkkkdhddkdhhhkhkkhhhkkiid

0 ‘ , certify that | have supervised
| (Print name of supervisor)

the above stated employee and that all the information as stated above are true.

Supervisor Signature: : : Date:
Positlon held: ___Contact No.: _
*Payroll certification must be signed monthiy. Addftlonaﬂy, the signature date must he an “afterthe-fact” date

(within 30 days after each month). In other words, the dutles that staff are certifying to, have already been
performed. Both the supervisor and employse must sign the muiti-cost payroli certification form.

_ : As per requirement from OMB Circular A-87— Attachment B, Paragraph 8.h.(3) PC2 - Revised July 2011
Revised 8.24.09, 07.20.10, 08.01.11 Tab 14: Title | Personnel -10-
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Payroli Certifications: “Time and Effort” Reporting
Frequently Asked Questions (FAQ)

1. Is a payroll certification required for both salary and casual employees?

Yes. The OMB Circular A-87 does not differentiate based on the Department's classification of
the employee type or mechanism for pay.

2, ' Are substitute feachers paid with federal funds required to complete the payroll
certification forms?

No. The key issue is accountability for the proper use of federal funds. The TSEAS system
allows the Department to show that a specific substitute teacher on a specific. day was used to
replace a specific teacher who was out of the class for a specific reason. Thus, the Department
has the means already to show that federal project funds were appropnately used to pay a
substitute teacher.

3. When should the payroll certification for a teacher paid over 12 months for 10 months of
work be done?

The payroll certification is used to certify that the work done by an employee during the preceding
six (6) month period was done on the federal project activities for which the employee is paid. It
does not matter when the actual pay is received by the employee.

4. Does a contractor need to complete a payroll certification?
No. The activity for which the federal funds are being spent is adequately covered in the contract,

5. Does a Temporary Contract Employee (TCE) paid via a 15z contract need to complete a
payroli certification for the work done on the contract?

Yes. Even though the employee is being paid through a contract, an employer—employee
relationship exists. The employee’s time on the contract is documented using timesheets.
NOTE: This change from previous guidance is based on a Statewide Single Audit finding.

. 6. If an employee works during the school day and then works in an after school program, is
that a multiple program employee?

‘No. An employee that works in a single program during the school day (it doesn't matter if it is
salary or casual, full or part-time) and.then works in a single after-school program is considered to
be a solely funded employee for each of those programs. This is because the programs are
assumed to be mutually exclusive (i.e., the employee cannot do the school day work after school
or vice versa).

However if during either the school day or after school programs the employee is funded from
more than one program, then a multiple program payroll certification would be necessary for
those programs done either the school day or after the school day.

Revised 8.24.09, 07.20.10, 08.01.11 Tab 14: Title | Personne! -13-



7. Does the requirement apply to Memorandums of Agreements (MOA) with other agencies
that are providing the Department with federal funds to perform work for them (the other
agencies)?

The requirement for payroll certifications is dependent upon the appropriating authority for the
federal project. Most funds from the US Depariment of Education require payroll certifications.
Other federal agencies may have different requirements or require payroli certifications be
completed in other ways. If you receive funds and expend federal funds under a MOA you should
contact the program manager in the other state department for clarification.

8. Where can | find more information on this requirement?
Standard of Practice 1215, Revised July 2011 |
httg:ﬂwww.whitehouse.govlomblcircularslabswas? 2004.pdf
http://www.whitehouse.gov/omb/circulars a133 compliance 09toc/

9. The Department splits some federal funds from a single source into several Department

programs. Do the Department programs count as multiple programs for payroll
certification purposes?

No. Even though the Department splits one federal program, or grant award, it is still a single
federal program. , : _

10. How do | complete the forms?

a. A specific program 1D and program name must be written on the payroll certification form
{e.g., 18902, NCLB Title | LEA Grant-School Improvement).

b. A Payroil Certification (Form PC1 -~ Revised July 2009) shall be completed and signed by
the employee or supervisor twice a year for employees working solely on a single federal
funded program. Certifications shall be:

i,  Signed and dated within 30 days after the end of the reporting period, and
ii. Forthe six months ending December 31 and June 30 of each year.:

¢. A Payroll Certification (Form PC2 — Revised July 2009) shall be completed and signed by
the employee and the supervisor on a monthly basis for employees working on multiple
programs with separate funding sources (i.e., two different federal programs or a federal
program and a general funded program). The Certification shall be:

i. Signed and dated within 30 days after the end of the reporting period, and
ii. Reportatthe end of every month the actual amount of time the employee was
engaged in program activities.

11. Are Para-Professional Tutors (PPTs) & Part-Time Teachers {PTTs) required to fill out the
. payroll certification:

Yes. All casual employees cha::ged to federal grants must provide certification.

Revised 8.24.09, 07.20.10, 08.01.11 - Tab 14: Title | Personnel -14-



12. What is a “cost objective”?

A cost objective is a work activity that may be funded by one or more funding sources. Multiple

cost objectives could be funded by a combination of one or more federal grant(s), and/or state
funding.

13. Are stipends subject to payroll certifications?

No, stipends are not subject to payroll certifications.

Revised 8.24.09, 07.20.10, 08.01.11 : Tab 14: Title | Personnel -15-



State of Hawaii Superintendent’s
Department of Education Administrative
- Standard Practice (SP) Document Manual
Document Number Release Date: Distribution:
SP 1215 08/11/09, Assistant Superintendents, Complex

Revised 07/11/11 | Area Superintendents, and
12 month Educational Officers

SUBJECT: Payroll Documentation Requirements for Federally Funded Progréms

1. Purpose _
To ensure DOE procedures related to payroll expenditures charged to federally funded
programs adhere to the principles and standards for allowable costs.

2. Effective
Immediately

3. Applies to :
All program managers of federally funded programs with funds that may be expended for
employees and budget specialists in Budget Execution. '

4. Payroll documentation requirements for federally funded program
A Background '

Office of Management and Budget (OMB) Circular A-87, Cost Principles for
State, Local, and Indian Tribal Governments, provides principles and standards
for allowable costs. Included are standards for payroli documentation to support
employee compensation costs. Paragraph 8(h) (3) specifically requires charges
for employees working solely on a single federal award be covered by a
certification.

B.  Practice
1) All federal program managers shall include the guidance statement (see
Item B.2 below) under Allocation Proposal: Guidelines for Implementation
when preparing the DOE Allocation Notice for federal funds.

2) Program managers shall include the following information:

a. A Payroll Certification (PC1 — Revised July 2011) shall be
completed and signed by the employee or supervisor twice a year
for employees working solely on a single federal funded program.
Certifications shall be
i Signed and dated within 30 days after the end of the

reporting period, and
il For the six months ending December 31 and June 30 of
each year,

b. A Payroll Certification (PC2 — Revised July 2011) shall be
completed and signed by the empléyee and the supervisor on a
monthly basis for employees working on multiple programs with
separate funding sources (j.e., two different federal programs or a

8P 1215 Page 1 of 3 July 8, 2011
Revised 8.24.09, 07.20.10, 08.01.11
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SP 1215 (Continued)

federal program and a general funded program). The Certification

shall be:

L Signed and dated within 30 days after the end of the
reporting period, and

ii. Report at the end of every month the actual amount of time
the employee was engaged in program activities.

c Payroll certifications shall be:

i Filed and maintained with all other documentation of fiscal
transactions (i.e., purchase orders and inventory control) at
the organization level (i.e., school, section, or office)
executing the authority to expend the federal funds, and

ii. Copies transmitted to the OFS Accounting Section via,
= Fax at (808) 586-3374, or
= Courier to 1390 Miller Street, Honolulu, Kl 96813,

Room 401, or
= PDF File(s) emailed to:
sharon_hiramoto@notes.k12.hi.us.

3) Program managers shall include as part of their regular program training,
monitoring and evaluation activities:
a. Program training assurance that those authorized to expend
federal funds are informed of this requirement, and

b. Verification of fund recipient adherence to this practice.

4) Budget Specialists shall:

a. Assure allocation notices for federal funds contain the guidance
referenced above in 1, 2, and 3, and

b. Return to the program manager any allocation for federal funds
that does not have guidelines for payroll. documentation
requirements for federal funded programs,

5) Expenders of federal funds hiring or supervising staff whose
positions are funded with federal funds shall:

a. Familiarize themselves with these procedures, and
b. Inform the affected employees of these requirements. ,
.C. Definitions
1) A Program Manager is the initial recipient of the federal funds.
a. In the case of discretionary grants it is the individual within the

organization unit (i.e., school, section, or office) that applied for
and received the grant award. Assistant Superintendents may
designate an Educational Officer to be the Program Manager.

SP 1215 Page 2 of 3 July 8, 2011
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SP 1215 (Continued)

b. in the case of formula grants (i.e., special education or Title I}, the
program manager is the Administrator, Director, or Educational
Specialist in charge of the program.

2) An Expender of Federal Funds (EFF) is the supervisor of the
organizational unit (i.e., school, section, or office) with authority to expend
the federal funds in that program (i.e., signs the purchase order). The
organizational unit may receive those federal funds through an allocation
notice or a transfer of funds (LSB).

5, SP Maintenance Responsibility
Office of Fiscal Services, Accounting Services Branch. For questions, please call
808-586-3450.
The Frequently Asked Questions (FAQ) reference page for this SP provides standard
responses to common questions when posted.

6. References, Resources, and Forms
The following resources may provide access to statutory, policy, and contractual
authorities: and closely related SPs, procedures, and forms.
(@)  Frequently Asked Questions (FAQ) for SP1215
(b)  Process Map Flowchart
(¢) Office of Management and Budget

(d)  July 11, 2011 Memo, Payroll Certification of Emplovees Paid with Federal Funds
effective for FY2010-11 and FY 2011-12

SP 1215 Page 3of3 July 8, 2011
Revised 8.24.09, 07.20.10, 08.01.11
Tab 14; Title | Personnel -18-
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Form BD-2 FED
BUDGET DETAILS EXPENDITURE PLAN FOR FEDERAL PROGRAM FUNDS

Name of School: : : 7 |t e Fiscal Year:
Prepared by: 4 Allocation Cor :
Approved by 1 Number:
PRbEY| | Grant
. Amount: $ ;
o gt pPROG ID:
#@' :
e ; e R e S R S S G B S T o i e T P P *"F- 43
FMS Char 10 Personal Serv:ces "A" Monthly | xnumber = Annual CERTIFICATED
Object # Description FTE Salary of months Salary FTE = .50 or 1.00 ONLY ot
2510  |Elementary Teachers $ X CLASSIFIED e
FTE Heurs per day |32
2321  |Educational Assistant $ X 1.00 8 i
$ X 875 T %ﬁ
$ X g : §
$ X i
$ X
f;gw@guﬁz A e e Sl e e e
FMS Char 11 Other Personal Serwces A1 MULTIPLY BY Annual
Object#  |Description Wage | hrsperweek | #of woeks Salary
2744  |Partlime teacher $  perhr|x X =
2721  |Tutor $ per hr |x X =
$ per hr |x X =
$ per hr |x X =
Wage  perday # of days
2769  |Substitute teacher $ per day
2802  |stipend $ * perday
‘ $ per day
$

e A 5
Temp Cont Emp (TCE) ' Total amount of TCEs

T SUBTOTAL Expendlture PlanAl: §
Object # Character | Salaries | Fringe rate |3

A
A1

A Ak
il

< 140 | |en

FMS Char 20 Supplies "B"IEqument "C"
Object # Description e
7101 Service for Fee (Personal Senices Contrac{)
3008 [Classroom Supgplies

3201  |Office Supplies

3801 |[Telephone

mArhount

Please review the Allocation.
Notice, contact the Program

i) project proposal for more defails [3
% regarding INDIRECT COSTS |i%
Hl and EQUIPMENT PURCHASES.

Indirect rate

EEEE “Total Grant Award o
7202 || ' ' X b=
Qﬁ-‘f“" S, ‘r\‘i;_‘j e T " +M,w. 2oy T E
Sl B ap e | roTaL Expend!ture Plan ch $
NOTES: R s e »ﬁwﬂr%@%ﬁ%ﬁ* 'FM% =]

1. Complete all sections and return o Prmcipal Keep on fi Ie for audlt purposes.
|2. Please aflow time for inputting and transfer of funds from Budget System te FMS.

Revised 8.24.09, 07.20.10, 08.01.11 Tab 14: Title | Personnel -20-



NEIL. ABERCROWEBIE
GOVERNOR

KATHRYN 8. MATAYOSH)
SUPERINTENDENT

STATE OF HAWALI
DEPARTMENT OF EDUCATION
P.O. BOX 2360
HONGLULU, HAWAI'l 96804

OFFICE OF THE SUPERINTENDENT

July 15, 2011

To: Assistant Superintendents
Superintendent’s Office Directors
Complex Area Superintendents
Principals (All)

Cormglex Area Business Managers
YV ETLAL
From: 5; Kathryn S. Matayoshi, Superintendent
Subject: Approved Fringe Benefit Rates

According to Finance Memo No. 11-12, a composite fringe benefit rate of 39.76% ("RATE")
has been approved by the U.S. Dept. of Health and Human Services for FY 2010-11.
Although FY 2010-11 is already completed, until new rates are approved, this RATE will be
in effect.

The RATE is a composite fringe benefit rate which should be used for planning purposes for
all Bond, Federal, Special* and Trust Fund programs. Payroll expenditures incurred are
charged at actual rates.

Please inform your program personnel of the approved RATE so that they can adjust their
Operational Expenditure Plans for the current FY 2011-12.

The approved RATE consists of the following fringe benefit |tems and computed rates:

Fringe Benefi t Rate

Pension Accumulation 16.00%
Pension Administration 0.00%
Retiree Health Insurance 71.96%
Employees’ Health Fund - 7.02%
Workers' Compensation ' 1.22%
Unemployment Compensation 0.91%
Social Security 6.20%
Medicare 1.45%
Composite Rate 39.76%

*Special Fund programs should exclude Workers’ Compensation (1.22%) and
Unemployment Compensation (0.91%), resulting in a composite fringe benefit rate of
37.63%.

AN AFFIRMATIVE ACTION AND EQUAL OPPORTUNITY EMPLOYER

Revised 8.24.09, 07,2010, 08.01.11 .
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Assistant Superintendents, Superintendent’s Office Directors, Complex Area
Superintendents, Principals (All), and Complex Area Business Managers
July 15, 2011

Page 2 ' -

Hourly, Casual, Retiree, and Stipends

A composite fringe benefit rate of 3.58% should be used for hourly, other casual pay, retiree,
and stipends. This rate consists of Workers’ Compensatlon (1.22%), Unemployment
Compensation (0.91%), and Medicare (1.45%).

Substitute Teachers

A composite fringe benefit rate of 9.78% should be used for substitute teachers. Thls rate
consists of Social Security (6.20%), Workers' Compensation (1.22%), Unemployment
Compensation (0.91%), and Medicare (1.45%). -

If there are any questions, please contact Keenan Chang, Fiscal Specialist Il in Accounting
Section at 586-3370.

KSM:KC:sh

Attachment

c Ronn Nozoe, Deputy Superintendent

OF 8 Directors ’
Keenan Chang, Fiscal Specialist, OFS

Revi
evised 8.24.09,07.20.10, 080111 Tab 14: Title | Personnel -22-



XV. Neglected or Delinquent (N/D) Program

The Neglected or Delinquent program provides supplemental services to children and youth in
State institutions for neglected or delinquent children and youth. Hawaii is a single SEA/LEA
with one institution (Olomana School) for "neglected or delinquent" youth, ages 12-20 years old.

Funding is also provided to the Corrections Division (state prison) for programs targeted to 18-
21 year old adults who are incarcerated in the state prison.

The purposes of Title I, Part D are to:

e Improve educational services for children and youth in State institutions for neglected
or delinquent children and youth so that they have the opportunity to meet the same
challenging State academic content and State student achievement standards that all
students in the State of Hawaii are expected to meet.

» Provide these students with services to enable them to transition successfully from
institutionalization to further schooling or employment; and

¢ Prevent at-risk youth from dropping out of school, as well as to provide dropouts and
students returning from correctional facilities or institutions with a support system to
ensure their continued education.

Possible Evidence

Records of supplemental funds used to carry out activities, procedures, and policies that
are stated in the plan submitted to State Educational Agency (SEA)

Staff describes the institution-wide program and how it serves the needs of all students
Evidence that the N/D State agency provides transition services

Record of academic progress of students
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