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WE BELIEVE
MADERA UNIFIED

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

The State & Federal Programs is issued by the Federal Program Monitoring and the State.   
Every year Madera Unified School District is allotted additional funding to spend money on 
specific areas.  These funds help support student achievement, additional trainings, full-time 
and part-time positions, supplies, purchases, etc. 

The State and Federal Program Monitoring agencies conduct reviews to insure that the 
funds are being spent in accordance to Federal, State and Local guidelines. 

Documentation tracking play a key role in providing evidence during Program Reviews.  
Without having proper documentation, the Federal Program Monitoring and the State may 
pull the funding provided to the Madera Unified School District.  The effects of losing these 
funds would mean less opportunities and support for our students, staff and community.
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Timelines and Accessing Forms
Timelines for Pre-Approvals and Forms:

All timesheets, Cal Card statements, Time Accountability and Substitute Verification forms 
must be submitted by the first week of every month.  DO NOT hold multiple months. 

Cal-Card Purchase request forms must be submitted no later than 2 weeks before purchase.

Travel Request pre-approval must be submitted 4-6 weeks before event and 6-8 weeks if a 
PO needs to be submitted. 

Out of state Travel Request (TR) needs Board approval - send to AAS office no later than 2 
months prior to event.

Most forms can be found on the MUSD Website under State and Federal Programs.

https://www.madera.k12.ca.us/Page/15180  Do NOT create your own forms. 4
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Categorical Substitute Verification Forms - 
DO General Fund

Use this form when a Certificated Teacher 

uses School business DO General Funds as 

their reason for being absent from their 

assigned teaching assignment during the 

school day to attend IEP’s and 504’s. 

Categorical Substitute Verification Forms - 
Site Title I 

Use this form when a Certificated Teacher 

uses School business Title I as their reason 

for being absent from their assigned 

teaching assignment during the school day 

to attend SST’s, COST Meeting, 

Conferences, or Professional Development. 
5

Substitute 
Verification 

Forms
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Submitting State & Federal Substitute 
Verification Forms

ONE  form is needed for each day and event.              
There are two types of Substitute Verification forms 

(1) DO General Fund Reporting                                                  
(2) Title 1 Reporting: 

COST or SST attach agenda with separate sign-in 
sheet

Conference attach registration and confirmation

PD attach agenda and separate sign-in sheet

Agenda and Sign-in MUST have school 
name/information, date, time frame, 
typed/printed name next to staff signature

Substitute Verification forms should be done daily to 
reduce errors.  Complete the form as you are checking 
AESOP to review teachers absences and verify Title(s) 
school business.

Please make sure the following areas are completed on form:

1. School Name
2. Month & Date
3. Circle the type of meeting (Cost, SST, Extra Time, 

Conference)
4. Name of Event
5. Date of Event
6. First name of employee (typed or printed neatly)
7. Last name of employee (typed or printed neatly)
8. Total hours
9. Signature of employee(s)

10. Funding Source (Title I, General fund)
11. Site Plan reference (Goal, Action/Strategy, Page #)
12. Signature of Administrator with date (no stamps)

Submit SV form and supporting documentation to the               
State & Federal Program Department.
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Example: DO General Funds Substitute Verification
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Must attach supporting documents
 (Agenda, sign-in sheet, Class Roster, etc.)
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Example: Site Title I Substitute Verification Forms
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Please print or 
type staffs 

name next to 
signature on 
both forms.

Staff will sign 
next to their 

printed or 
typed name.
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Timesheets

 There are 4 types of timesheets

Blue: Contracted Employees only (Contracted MUSD employee that 

holds a contract)

Green: Non-Contracted Employees (Sub, does not hold a contract with 

MUSD)

Yellow:  Certificated Contracted only (Group of teachers that stayed 

after their contracted day for a meeting, conference, etc.) 

Plan B:  Timesheet that teachers use when they cover another 

class during their prep (at the Middle or High School level) or     
have additional students in their class (Elementary School Level)
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1. Full Name
2. School/Site Name
3. Last 4 of SSN
4. If subbing (for whom)
5. Date
6. 1st “In” section (the time you start)
7. 1st “Out” section (if you leave for lunch) leave blank if 

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

you don’t take a lunch
9. 2nd “Out” section (end time)

If the forms are not complete they will be sent back to the site and may result in being paid by  site 
funds

Make sure Copies of Supporting documentation is attached

ALL forms MUST be filled out completely, WET signature ONLY (NO Stamps or Electronic Signature)

How To Complete Timesheet Forms
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10. Total Hours Column (total hours for the day)
11.  Job Performed 
12.  Funding Source/Account Code 
       (Title 1, General Fund, CSI, 21st Base, etc.)
13.  Signature of employee & date
14.  Site Plan reference (goal, action, page #)
15.  Administrator Signature & Date 
       (Can NOT be a stamped or electronic signature)



WE BELIEVE

Supporting Documents:

Agenda & Sign-in sheet              
(both maybe on the same documents)

1. Site name

2. Agenda name

3. Date 

4. Times

5. Location

6. Meeting content

7. Type/Print names of attendees (First & Last) 

8. No nicknames, AKA names, or alias

9. Attendees must sign next to their typed/printed name 

10. MUST be a wet signature, NO stamps or electronic 

signatures

 

Timesheet Supporting Documents
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Conference attendee confirmation & materials giving during training 

Flyers

Parent Teacher conference schedules

Lastly, submit all documents to the State & Federal Programs 
Department for approval. 

If documents are incomplete or don’t meet State & Federal 
requirements they will be denied and sent back to the 
Site/Department for correction(s). 

This will delay the process. The employee may not be paid on time.

Site might be asked to use their General Site funds
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Timesheet:  Job Performed Do’s and Don’ts 

Categorical words to use for job performed.

➔ Interpreting (speaking)
➔ Edgenuity
➔ Professional Development (PD)
➔ Parent calls or parent outreach
➔ Updating student records
➔ Student supervision
➔ Lesson planning
➔ Parent support w/ registration
➔ Intervention
➔ Assist with student records

Categorical words not to use for job performed.

➔ Translating (written) 
➔ Teaching
➔ Tutoring (be specific)
➔ Clerical work or Clerical extra work
➔ Saturday School/detention
➔ Prep

12
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Example:  Blue - Contracted Timesheet Employee only
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Timesheet need to have account code with  
SPSA reference information.

 (Goal, Action/Strategy, Page #) 

Agenda & Sign-in sheet  need to have school 
information/letterhead, date, timeframe, 

print/type name and wet signature 
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Example: Green - Non Contracted Employees
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Please make sure dates and 
times match timesheet & 

supporting documents.
(must be wet signature)
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Example:  Yellow - Certificated Contracted

15

Group of teachers who worked out of their contracted day or hours 
Make sure the date and time on the agenda 

reflect what is noted on the timesheet
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Example:  Plan B - Timesheet for teachers who cover another class
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State & Federal 
Programs
Cal Card 

Purchases
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All purchases should be entered in the 
districts system ESCAPE in a timely 
manner for a Purchase Order to be 
generated. However in an emergency or 
time sensitive situation you may use the 
District issued Cal Card.  

If using Title Funding, you must submit a 
Cal-Card Purchase Request form to the 
State and Federal Programs department 
for approval PRIOR to using cal-card, if 
not it will be Denied.
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Cal Card and Purchases
Any State & Federal funded purchases made without prior approval will be denied and charged to your 
General Fund account.  

       Cal Card Purchases:  Books, supplies, etc.

Conference Registrations

Hotel Costs

Reimbursements:  Mileage, meals, parking, etc. (Original receipts must be submitted and NO Alcohol 
on receipt.)  Refer to the MUSD Fiscal Department website for Travel & Conference guidelines.  

Purchases entered in Escape

Cal Cards are NOT to be used for Amazon purchases or annual subscriptions that will automatically 
charged to the card every year.  Only purchase 1 year subscriptions at a time.

18
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Submitting Cal Card with State & Federal Program purchases

Cal Card Purchase Approval/Denial Process:

Submit a completed Cal Card Purchase Request  (CCPR) From using State & Federal Funds.   Attach a quote or 
copy of shopping cart item(s) wanting to purchase. 

Director will approve and sign CCPR form or deny the request and a copy will be emailed/sent by                                                                  
district mail.

Site Admin Assistant will keep the signed/approved CCPR form for their records. When Cal Card statement 
paperwork is due, attached signed/approved CCPR form with purchase receipt.  

Site Admin Assistant will need to submit the Cal Card statement at the end of the month (to the State & 
Federal Programs Dept.) with supporting documents for Director’s signatures. 

State & Federal Programs department will process and submit Cal Card statement & paperwork to the 
Accounts Payable department for approval/processing.. 
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Example:  Cal Card Purchase Request Form
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Reminder:  ALL Cal Card purchases using Title  funds need prior approval before purchase. 
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Example:  State & Federal Programs Cal Card Statements
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Please add the SPSA reference to the BLUE 
Monthly Cal Card Purchase Report
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Example:  State & Federal Programs Cal Card Statements
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Approved Cal-Card Purchase Request 
form needs to be attached to Cal-Card 

Statement paperwork

SPSA reference needs to be noted 
when using Title Funds.
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Example:  State & Federal Programs Cal Card Statements
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Using Cal Card for Travel Expenses
MUST be pre approved
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Example:  State & Federal Programs Cal Card Statements
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Attach Approved Cal-Card Purchase Request 
form along with Approved Travel Request form
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Example:  State & Federal Programs Cal Card Statements
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Receipt of transaction 
needs to be attach.

Must match the 
amount on 

Cal-Card Statement
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Example:  State & Federal Programs Cal Card Statements
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Each transaction needs to have a 
separate yellow form with 

supporting documents
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Approval from the Site/Department 
Administrator and Director of State & Federal 
Programs is needed before making 
arrangements and attending conferences.

Be sure to include:

Cal Card Purchase Request Form if you are using the 
Cal Card. (Pre Approval is required before making arrangements)  

Purchase Requisition if you need to generate a check 
for payment of conference registration, hotel, etc.

Hotel reservation information

Map (or Google Maps) showing the miles to and from 
conference if claiming mileage

Conference registration fees with details of conference

If meals are provided at conference, you can not 
receive reimbursement for those meals

Travel Request 
Process using 

State & Federal 
Programs 

funds
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Conference/Travel Request: Using State & Federal Funding

28

This information is located 
on the MUSD website
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Before Attending the Conference
Reminder:  Trips MUST be pre-approved prior to making arrangements and attending conferences
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Please send required paperwork to the State & Federal 
Program Department

Complete the top portion of the Travel Request form:

1. Name

2. Position

3. Site

4. Conference/Activity

5. Dates (the dates you will be traveling)

6. Location

7. State

8. County

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

10. Personal miles x rate (if applicable)

11. Conference registration fees and mark the box with 
YES or NO (as to) if the registration fees are being 
paid using  Cal Card or Purchase Order (if applicable)

13.  Parking Fees (If applicable)

14. Other Transportation Costs (If applicable)

15. Reimbursement meals (If applicable)

16.        Meals CAN NOT be reimbursed if included at     

                conference/training

16. Estimated Costs

17. Funding Code with SPSA Reference 

 (Goal, Action/Strategy, Page #)

18. Site/Dept. Administrative Signature

19. Principals or Directors attending a conference must 

                obtain approval and a signature from their assigned   

                Associate Area Superintendent (AAS.)

20. Date

21. DO NOT complete the BOTTOM of the form until after 
the conference. 



WE BELIEVE

Before Attending the Conference

Attach supporting documents (make copies, don’t send 
originals)

1. Cal Card Purchase Request Form (if using Cal Card)
2. Conference information and price
3. Map from Google or Mapquest with starting point and 

destination to calculate miles ($0.67 cents per mile 
effective Jan. 2024)

4. Hotel quote 
5. Flight quote (if applicable) 

Submit to the State & Federal Dept. for approval

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

If Denied:  It will be sent back with the reason for denial. You 
may complete the process through your General Accounts. The 
State & Federal Dept. is no longer a part of the remainder of the 
process.

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

There will also be an instruction sheet attached stating that the 
forms need to be returned back to the State & Federal Dept. 
once the employee returns from the conference.

Site/Dept Admin Assistant will register the attendee, make 
traveling arrangements, etc. They will also submit payment via 
Cal Card or Purchase Order as well as holding the paperwork 
until after the staff returns from the conference.
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Example:  Before Attending the Conference

31

Complete the top part of 
the TR form
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Only if using Cal-Card to pay for Hotel

If you are using your site administrator’s 
cal-card to reserve and pay for hotel, please 
make sure to ask if you need to complete a Credit 
Card Authorization Form.

This will avoid staff ,who are attending, from 
having issues when checking-in at the hotel 
using their Administrator’s credit card 

Note:  Each hotel has their own Credit Card 
Authorization Form

32
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After Attending the Conference
The attendees will need to complete the bottom portion of the original travel 

request form and submit to the Director of State & Federal Programs Dept. 

for signature/approval.  The areas below need to be completed in this section, 

if applicable. 

1. Date

2. Parking (Valet parking not covered)

3. Breakfast, lunch, & dinner (refer to  MUSD Meal Reimbursement 

Rates)

4. Meal receipt MUST be itemized

5. Meal receipts MUST be taped on a white sheet of paper labeled 

with breakfast, lunch and/or dinner (Tips will not be reimbursed)

6. Transportation Costs (must attach map with mileage)

7. Other (Uber, taxi, etc…) Need receipts

8. Total reimbursement requested

9. Print name with date (attendee’s information)

10. Signature of attendee

11. Last 4 digits of attendee’s SSN 

12. Site/Dept. Administrator signature

2024 Travel Meal Reimbursement Rates

Travel Request Procedures

Only MUSD Per Diem amounts will be reimbursed for parking and meals, etc. 

Attendee will not be reimbursed for purchasing hotel, flight and conference 

registrations with their personal credit cards.

Receipts must be itemized.  The receipts should not include alcohol, tips, or any MUSD 

unauthorized purchases.  (If this occurs, reimbursement will be DENIED.)

If there is no reimbursement, write “0” on total reimbursement requested and have the 

attendee print and sign their name on the bottom section.

Site /Dept. Admin Assistant will review the attached documentation along with 

reimbursement (if applicable) and send it to the State & Federal Programs Dept.

State & Federal Programs Dept. will review and finalize the documents and send 

reimbursement paperwork to the Accounts payable department.

Accounts Payable Dept. will issue payment to the attendee.
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Example 1: After Attending the Conference -With Reimbursements

34

Complete the bottom portion of the TR form 
and attach all supporting 

documents/receipts including the approve 
Cal-Card Purchase Request form.  

Total reimbursement needs to be noted.
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Example 2: After Attending the Conference -With Reimbursements

35

Meal receipts need to be itemize 
with no alcohol.  

 Tips will not be reimburse.  

Refer to MUSD Meal Reimbursement Rates 

Map with total miles needs 
to be submitted for

 mileage reimbursement
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Continued:  After Attending the With Reimbursements

36

If meal goes over the allowed rate, 
employee will only be reimbursed 

MUSD meal daily rate

Tips will NOT be reimbursed
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Example:  After Attending Conference - No Reimbursement
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If NO reimbursement, 
the bottom part of the 

TR form still needs to be 
completed and 

submitted to the
 State & Federal 

Program Department
for processing
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Example:  If staff does NOT attend conference 

What to do if a staff member does NOT attend 
conference:

1. Notify the State & Federal Programs department 
immediately

2. Complete the bottom part of the Travel Request 
and Reimbursement form (TR)

3. Put (0) for total reimbursement requested
4. Have staff print & sign name, date, and last 4 

digits of SS#
5. Note why staff did not attend
6. Site Administrator or Supervisor needs to sign   

TR form
7. TR form needs to be submitted to State & Federal 

Programs Department for processing and 
auditing purposes

38

Travel Request & Reimbursement Form NEEDS to be completed 
and returned to State & Federal Programs Department
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Budget 
Revision 
Request

39

Budget Revision Requests 
are used when you need to 
move State & Federal 
Funding from one account 
to another.

This is done as needed.
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Budget Revision Request

40

Budget Revision Requests are used when you need to move State & Federal 
Funding from one account to another.

All request must be submitted to the Director of State & Federal Programs 
for prior approval.  If you are moving funds to purchase a specific 
item/services, a copy of the quote will need to be attached. 

Budget Revisions that are under $5,000 can be done via email request to 
the Budget Analyst and State & Federal Programs Dept.  (Site still needs to 
submit a BR form for approval and auditing process) 

Complete the form.
1. From (name of person requesting the revision)

2. Site/Department

3. Date

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

5. How much does each unit cost?

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

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

8. Complete the budget lines and amounts. (the amount $ from and to 
should match)

9. Department or Site Signature

If the transfer is being requested to cover a specific 
purchase, then you will need to attach a copy of the item(s) 
being purchased.

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

If denied, a copy will be emailed to the school site for further 
direction.
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Example:  Budget Revision Request
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Only request when it is a NEW vendor to MUSDIf the transfer is being requested to 
cover a specific purchase, then you 

will need to attach a copy of the 
item(s) being purchased.
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Student and 
Parent 

Involvement 
Field Trip

Must have prior approval by the Site Principal and the 
Director of State & Federal Programs.

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

If using Cal Card to pay for anything, you will need to 
complete the Cal Card Purchase Request form and 
attach to the request.

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

42

Student/Parent Involvement 
Travel/Field Trip Process
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Student and Parent Involvement Travel/Field Trips
Using State & Federal Funding to pay for Student and Parent Involvement Field 

Trips/Conferences (i.e. ASB Leadership Conference or Field Trips with Parent participation)

43

Must have prior approval by the Site Principal and the Director 
of State & Federal Programs.

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

If using Cal Card to pay for anything, you will need to complete 
the Cal Card Purchase Request form and attach to the request.

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

Make sure Field Trips are part of your SPSA Plan

Student/Parent Involvement Travel/Field Trip Process
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Completing the student/parent Involvement Travel/Field Trip forms

1. School
2. Class/Organization
3. Teacher/Director/Advisor
4. Name of activity/event
5. Date of event
6. Location of activity/event
7. City
8. State
9. Method of Transportation 

(Do NOT note Charter Bus)

10. Number of students
11. Number of chaperons
12. List of attendees with titles
13. Description of event and how it reflects the SPSA
14. Event costs
15. Funding source/account code
16.      SPSA reference (Goal, Action/Strategy, Pg#)
17. Transportation costs (NO Charter Buses)
18. Site Principal/Department Admin Signature
19. Date signed
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Complete the State & Federal Student and Parent Involvement Travel/Field Trip Request Form. 



WE BELIEVE

Student/Parent Involvement Travel/Field Trip Process
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Attach a list of attendees and identify if they are a 
student, parent, or staff member.

Attach an itinerary with a flyer or information 
regarding the event/conference.

Submit the request to the State & Federal Programs 
Department for approval

If approved, items will be returned to your site and 
travel arrangements can be made.

If denied, it will be noted.  The forms will be sent back 
to the site. The principal will need to decide whether 
to use a different funding source or cancel.
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Example:  Student and Parent Involvement Travel/Field Trip

46



WE BELIEVE

Example:  Student and Parent Involvement Travel/Field Trip
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Attach a flyer with the educational details of 
field trip for students and parents
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Example:  Student and Parent Involvement Travel/Field Trip
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Please provide a list of students, 
parents, and staff participating in 

the Field Trip
(Parent ratio: 1 per 10 students) 
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Please contact the State and Federal Programs Department if you 
have any questions:

Johnny Gonzalez :  559-675-4500 ext. 260
JohnnyGonzalez@maderausd.org

Irma Rios :  559-675-4500 ext. 260
IrmaRios@maderausd.org
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MUSD Forms and Resources
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● 2024 Travel Per Diem Rates
● Budget Revision Form
● Expenditures SOP
● MUSD Field Trip Handbook
● Plan B - Elementary
● Plan B - Middle
● Plan B - High School
● Purchase Requisition Form
● Sub Verification Form (DO Funds)
● Sub Verification Forms (Site Title I)

● Timesheet Contracted
● Timesheet Non-Contracted
● Timesheet - Substitute Teachers
● Timesheet - Yellow Group Certificated
● Title Funds Travel Request Packet
● Travel & Conference SOP
● Travel Request Form Procedures
● Travel Request Form
● Using Title Funds For Travel & Conference
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Thank you for ALL you 
Do!

“Great things in business are never 
done by one person.  

They’re done by a team of people.”

~ Steve Jobs



“Where the futures of children are driven by their 
aspirations and inspired by their circumstances”
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