Print and Use Tips on the Use of the MPS Title Program Request Document for Non-public Schools

1. Getting the request document The electronic version of the MPS non-public school Title program request form is a Microsoft Excel document. The downloadable version is available at:

http://www2.milwaukee.k12.wi.us/title_i/Web_Pages/non-public.html
2. Making format changes to your document
 
Do not expand column size or change the print area on the Request Form. Rows will auto-expand to accommodate your entries and printing problems will result from alteration of column sizes on this document. You may delete unnecessary rows to allow completed request to be printed on one page.
3. Requesting multiple items from the same provider When ordering a large number of items from the same vendor, it is possible to add lines to the chart on the bottom of the request form by following these steps:

· [image: image1.wmf]"Select the middle row in your documents order detail area by clicking on the number on the left in the spreadsheet. Selecting the middle row allows the spreadsheet to calculate totals without having to adjust the formula. See illustration below.
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· On the document menu bar, open the window under Insert and select Rows. 

· Notice that the inserted row does not contain the formula under Total Price (column F). To copy the formula that computes your order totals, follow these steps:


i. Click the cell in column F that is above or below the row you just added.

ii. Move your curser to the lower right corner of the selected cell until your curser turns into a slim black plus sign.

iii. Click and drag down (or up) to the newly created cell to make the formula active in the new cell.

iv. Repeat for as many items as needed.

· Check to see that your document still provides accurate order totals after you have inserted rows and applied formulas.

· Extremely large orders may be referenced in the request and attached. Such attachments should be typed. Many vendors will provide a numbered quote that may be referenced and attached to facilitate ordering.  (Many vendors will e-mail quotes as attachments to facilitate your submission via e-mail.)

4. Optional Request Control Number The "Optional Request Control Number" field may be used to track and identify individual school requests. Schools may designate each year's requests under any Title with numbers in order of creation starting with number one. It is possible to number related with requests with decimal designations (for example, if request #7 is for participation at a professional development related convention; then the registrations for three participants might be designated as 7.0, travel for the same conference might be 7.1, accommodations might be 7.2 and per diem requests for individuals might be requests 7.3 through 7.5). Schools should include control numbers in names of electronic request records, on the documents themselves and on any related documentation for easy reference. 

5. Creating a template for your school requests. Fill in “generic” school information (School, Phone, Site Number, Send delivery attention of and Administrator fields). Open window under File and select Save As... to create a template to save to your local hard drive. When making new requests, open the template and immediately do a “Save as..” command to make a new request.

6. Organizing your requests. Create a folder to contain Title Program information on your local hard drive and name requests in a way that facilitates later identification of the requests. Suggested format for document name: DateSchoolTitlePayeeControlNumberFileExtension. For example, 12-4-11StGregT5Scholastic23.xls might identify your document as being created in December 2011 by St. Gregory School under Title 5 and using Scholastic as the vendor with the optional control number of 23 noting that this is the 23rd request submitted from this school this year. The xls identifies the document as an excel file. Notice that the Excel document you download (DateSchoolTitlePayeeContol#.xls) is named to remind you how to rename individual requests. Abbreviations are called for when file names get long. The Request Form allows you to make, save and submit via e-mail attachment an electronic request. 

7. Other documents: Tracking Expenditures
 Another document has been created to help you track your Title program expenditures. It may be downloaded at the MPS non-public school web site. Click the link labeled "Allocations Tracking Document Only" for a document named NonPTitleProAllocationsTracking.xls. This template allows you to track Title Program expenditures. It is set up to allow you to enter your allocations for each Title, and then compute fund balances as you enter expenditures. Saving a document as allocationbalances.xls will allow you to keep a running total of expenditures as the year progresses. If columns in the Allocations area are not big enough to accommodate your figures, you can increase column width by moving your cursor to the line between columns until it turns into a vertical bar with (arrows see picture at right), then clicking and dragging to desired size.

8. Other documents: Keeping Inventory An Inventory document is set up to let you enter information about the MPS Title Program purchases you make. Such an inventory is required for participants in these programs. The format of the inventory is up to each school, but saving an inventory in your Title Program folder will make it readily accessible as items are checked in at your school. Click the non-public school web site link labeled "Inventory Template only" for a document called NonPuTitleProgInventory. It is not necessary to create a new inventory document each year (the document should contain entries for all materials purchased with Title funds over the years.

9. For more information More information and example documents are also available on the non-public school web site.

10. Submitting requests Attach the completed request document to an e-mail to title2requests@milwaukee.k12.wi.us with the phrase “Title Program Request: (Your School Name)” in the subject line of the e-mail. Submitting requests as e-mail attachments will result in an auto response that will let you know your request has been received, result in faster processing of your request, and allow written responses letting you know status of your requests. When e-mailing documents, put all information relevant to the order within the request form document, not in the body of the e-mail. 

11. Receiving orders Many Title Program requests will be processed as Purchase Orders (PO's): MPS submissions of orders for items that are delivered to non-public schools. When such deliveries are made, non-public personnel should label and inventory materials and contact MPS to notify the district to release payment. 

12. Requests that require additional documentation
Some requests will be processed as Direct Payments (DP's): requests for payment for goods or services. Payments are never allowed to go directly to non-public schools, even as reimbursement for expenses that would have been allowable under Title programs. Documentation required may include: 
· vendor provided information about events or activities that includes pricing information
· dates of planned activities
· names of participants
· original invoices from providers
· original receipts or other proofs of payment for reimbursement to individuals
· registration information for courses, seminars or conferences
· course information and grades for tuition reimbursement
· hotel statements (provided at checkout) showing amount paid for stay and zero remaining balance
· social security numbers and home addresses for individuals providing professional services or getting stipends 
· information related to the need to ensure appropriateness of the request under Title program guidelines. 
School making request is responsible for ensuring that required documentation is submitted. Such documentation should include enough information to allow the district to match the documentation to the relevant Title program request. If a request for a purchase order references a quote, a copy of the quote will also need to be provided. All Title program request documentation should include both the name of the school and the Title program request control number so that it may be matched to the request itself for processing. Documentation should be sent via email, postal or hand delivery. Do not Fax documentation or requests. 
13. Reimbursement requests MPS will no longer pre-pay costs associated with conferences or workshops or courses. Individuals should take care to obtain copy and submit all documentation related to expenses connected to Title program requests of their school. Documentation must allow MPS to make a clear connection between the request and the payment by the individual being reimbursed. To make reimbursements, the district will need documentation:
· from the provider about event content and costs
· from the person taking part in the activity that states how the activity will help them support student achievement in the work they do at the non-public school
· that establishes that the person being reimbursed actually successfully completed the activity

· that establishes that payment was made for the activity in question by the person being reimbursed.
A conference expense worksheet, available on the MPS Non-public School Title Program web site, should be used to calculate and document such expenses and be submitted with documentation that is clearly labeled with the school name and other information tying it to the Title program request of the school. The expense worksheet provides more information about travel related expenses. 
Call MPS Non-public school ESEA office at 475-8122 or 475-8892 with questions or suggestions.






