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4.14 Affirmation of Consultation- form that is used to document that SCUSD and private 
school officials verify that the consultation process was completed as outlined in 
NCLB. 

5.0 PROCEDURE: 

5.1 The equitable service allocation to each site is developed by calculating an equitable 
PPR by using the Con App, Part II, in partnership with the Director of Budget Services.   

5.2 Professional development services are determined through the consultation process 
within the scope of the site’s equitable service allocation and the guidelines for the use 
of Title II, Part A funds, as outlined in the Title II, Part A non-regulatory guidance. 

5.3 Requests for approval of the professional development activities are submitted to the 
Coordinator III of State and Federal programs for review and approval. 

5.4 If approved, the Accounting Technician for State and Federal processes the request to 
establish a Purchase Order, Service Agreement, or Travel Requisition, as appropriate 
to facilitate service.  If not approved, the Coordinator will inform the private school 
administrator as to why and seek alternative means of service to meet the professional 
development need. 

5.5 Payment for services is rendered directly to the vendor, and not to the private school.  
Supporting documentation is required as proof of completion of the activity (i.e. 
Certificates of Completion, as appropriate). 

5.6 Reimbursement to individual staff members for food, parking, or other personal 
expenses incurred as a result of  the participation in the professional development 
activity and not included in the cost of registration, or activity may be reimbursed 
directly to the employee upon submission of appropriate supporting documentation 
(i.e. receipts for meals, parking fees), but not to the private school. 

5.7 Supporting documentation for all professional development activities is kept on file in 
the State and Federal Programs office for SCUSD records. 

6.0 ASSOCIATED DOCUMENTS: 

6.1   Title II, Part A Non-Regulatory Guidance 

6.2   Private School Consultation Handbook- SCUSD 

6.3   Title II Part A Site Plan 

6.4   Title II, Part A Request for Professional Development 

6.5   NPS Travel Requisition  

6.6   NPS Reimbursement Request 

7.0  RECORD RETENTION TABLE: 

Identification Storage Retention Disposition Protection

NPS S&F Files 5 years Discard as 
desired 

secure 
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8.0  REVISION HISTORY: 

Date: Rev. Description of Revision:

4/30/09 A Initial Release 

   

   

 

 

 


