Region 10 Private Non Profit Cooperative

How Do I Access My Title II Funds?
According to federal guidelines, all expenditures using federal funds must be reasonable and necessary, so all professional development requests must be carefully selected to meet the needs of the campus.  Below are expenditure guidelines to keep in mind.
6200 – Contracted Services 
· The contracted fee for a presenter should typically be no more that $5000 per day for a campus presenter.  If the fee is higher, the private school can pay the difference if desired.
6296 – Training Fees
· Campuses should seek out training within the area requiring no travel.

· There is no cap on the number who can attend local trainings when only registration is paid.

6400 – Travel Expenses

· Up to four participants may attend an in-state conference where travel is required.
· Each private school will be allowed one out-of-state conference per year.  Up to two participants may attend.
6300 – Professional Development Materials

· Materials to be used for professional development such as books and DVDs are allowable.

Cooperative Memberships that produce professional development are also allowable.
· Region 10 Title II Cooperative

· Region 10 Library Cooperative

· Region 10 Advanced Academics Cooperative
· Region 10 Early Childhood Services Cooperative

· Region 10 Administrative Services Cooperative
Procedures for each type of request:

Register someone for a local conference when no travel is involved
· Complete the registration form.
· Send registration form with conference brochure to Region 10 consultant. Requests should be submitted at least four weeks prior to the conference to ensure there is time to complete this process.  Always submit requests as soon as possible.

· Region 10 will register attendees and pay for the registration.

· Region 10 will not pay conference cancellation fees if they are charged by the company holding the conference.  They will be the total responsibility of the teacher or private school.

· Meals are not reimbursed unless there is an overnight stay.

· Hotel will not be reimbursed for any location within 50 miles of your school.  Any request to stay overnight must be requested on the travel form described below.

Request overnight travel in Texas
· Complete the travel request form which is available on the website.
· Travel requests should be submitted at least four weeks in advance to ensure all arrangements can be made at the best prices.  Always submit requests as soon as possible.
· No more than four teachers from the same private school will be approved for the same trip.
· Plane tickets and registration will be paid upon approval.
· For plane reservations, the following information is now required:
· Full name exactly like it is shown on your state ID 
· Date of birth
· Gender
· Please make your own hotel reservations; be sure to use a state tax exempt form when you register, as state tax cannot be reimbursed.
· Hotel and meals will be reimbursed at no more than the approved rate for the city visited.  See http://www.gsa.gov for the current rates.  Receipts are not required -ofor meals.  However, actual, to-the-penny, meal expenses must be listed on the meal expense page of the travel reimbursement form.  All other expenses do require receipts.

· Attach registration form and conference brochure and send to Region 10 consultant.
· A W-9 for the traveler will be required for reimbursement.  If you send it now it will speed up the reimbursement process when you return.

· Region 10 will not pay conference cancellation fees if they are charged by the company holding the conference.  They will be the total responsibility of the teacher or private school.

· If a teacher changes plane reservations and there is a refund, that refund must be sent to the Region 10 PNP Consultant.

· If a teacher changes plane reservations and is charged an extra fee, that fee will not be reimbursed by Region 10.  It is the total responsibility of the teacher or private school.

Request overnight travel out-of-state:
· Follow the same steps as listed above for overnight travel in Texas.
· Also, write a letter explaining why this trip is important and how it will benefit the instructional program at your school.  State that reimbursement will only be requested at the approved government rates for hotel and meals. The letter should be addressed to “Craig Gray, Director of Digital Learning & Resources.”  The letter should be submitted to the Region 10 PNP Consultant along with the other required documentation.
· Out of state requests must be submitted at least six weeks in advance as they require additional approvals, and we want to make travel arrangements in advance to get you the best prices.
· No more than two people from the same private school will be approved for the same out-of-state trip.
Request reimbursement for travel previously approved
· Complete the Travel Reimbursement form using the official electronic form.  It is available on our website. Save and complete the form on your computer.  Then be sure to print both pages.  Our business office will not accept any other form, so be sure to use this one. Don’t forget to sign the form.
· Attach all required receipts and W-9 form if not previously sent.
· Attach an agenda from the conference.

· Send all documents to Region 10 PNP Consultant, either electronically or via mail.
· Travel that was not previously approved cannot be reimbursed.
Request a contract for an outside presenter for your school
· Contact the presenter and confirm the date, topic, and fee.

· Contact Region 10 PNP Consultant to request the contract.

· Region 10 will complete a contract with the presenter; when the work is completed we will pay the presenter upon receipt of their invoice and your required documentation which includes a sign in sheet and completed evaluations.
· Travel expenses can be reimbursed to a presenter at the approved government rate as long as this was included in the contract.
Purchase materials for professional development
· Materials that are to be used specifically for professional development can be purchased using Title II funds.  Examples would be books for a teacher book study or DVDs demonstrating good classroom management techniques.  If you want to purchase materials, submit the request to the Region 10 PNP Consultant.  Region 10 will order, inventory, label, and deliver all materials.  These items remain the property of Region 10 and will be stored on your campus for your use.  We conduct inventory twice a year to ensure that materials are stored properly and that they are being used.
Pay for Region 10 fees with Title II money
· Title II workshops at Region 10 are free for you if you joined our coop. However, some of these workshops have a materials fee.  Other workshops are not covered by Title II.   You can use the Title II money in your account to pay for some of these services. Contact the Region 10 PNP Consultant to discuss the process needed.

Additional Region 10 opportunities
· Library Cooperative – Contact Library Consultant for more information.  The cost is $600 per school.   Your Title II funds can be used to pay for membership in this cooperative.   

· Advanced Academics Cooperative – Contact Advanced Academics Consultant for more information.  The cost is $500 per school.  Your Title II funds can be used to pay for membership in this cooperative.  

· Early Childhood Services Cooperative- Contact Early Childhood Services consultant to receive a quote on this cooperative. Your Title II funds can be used to pay for membership in this cooperative.

· Administrative Services Cooperative- Contact Admin Services to receive a quote on this cooperative. A portion of the membership fee can be paid out of Title II funds, but not the entire fee. Only the portion of the membership that represents professional development can be paid with Title II funds.

· Teacher Preparation Center – Region 10’s Alternative Teacher Certification Program expenses can be paid using your Title II funds if you wish.  You may choose to pay all or part of a teacher’s expenses.  Please contact Region 10 PNP Consultant for more information. 

Additional education opportunities 
· Teachers enrolled in an alternative certification program other than Region10 can be reimbursed for expenses upon submission of receipt, program information, and W-9 if the school approves.
· Teachers can be reimbursed for college courses that meet Title II guidelines upon course completion if the school approves.  They would need to submit grades, receipt, and W-9.
