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Prior Approval Before Purchase

Prior approval before purchasing is required for Title VI-B, State-Local 
funds and Medicaid for Equipment ($1000 or over), Bus purchases, and 

Construction/Remodeling projects. 



Equipment, Buses and Construction

• Prior approval from SPED Finance is required for the purchase of equipment 
$1,000.00 or over per unit. 

• Procedures for managing and labeling equipment are addressed on pages 15-17 
of the Fiscal Accountability Procedures Manual. 
http://www.arkansased.gov/divisions/learning-services/special-
education/funding-finance/finance-training-material

• Prior approval is also required for the purchase of a bus using the program code 
200 or Construction/Renovation projects using the program code 200. Bus 
purchase Request forms are sent to the Transportation Unit for an additional 
approval. Construction projects if $20,000.00 or over, must be approved 
additionally by the Facilities Unit. 

• Report forms for equipment, bus purchases and construction projects are 
required October 1 for the 16/17 AFR actual purchase amount. 
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Equipment, Buses and Construction

• Before a Request form for equipment, construction or purchasing a 
bus can be approved by SPED Finance, the amount on the Request 
form must be in the budget of the account listed on the Request 
form. 

• Please be sure that the fund and function code in the budget matches 
the fund and function code on the Request form. 

• Districts may amend budgets for Requests and email Request forms 
to SPED Finance. 
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Coding for Equipment, Bus and Construction

• For Equipment ($1000 per item 
or more) please budget in the 
appropriate function code and 
use object code 67000.

• For Construction please budget 
function code 4710
(Instructional areas) or 4720
(Non-instructional areas) and 
object code 64000. 

• For purchasing a Bus, please 
budget function code 2790 and 
object code 67000. 
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Location of Forms

• Forms are located in the 
COMPLETE FORMS tab in 
Indistar. Look for Part II excel 
forms.

• Log in to www.indistar.org
• Please use the DISTRICT 

password only. DO NOT use a 
school building password.

http://www.indistar.org/


Location of Forms

Locate the COMPLETE FORMS tab

Scroll down to the SPED forms



Location of Forms

Districts can find the 2017-18 Request and 2016-17 Report forms by 
opening the Excel file in  Part II of the Preschool or School Age June 1, 
2017 Application form. Request-Report forms are located in the last 3 
Tabs.  
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Request Approvals

• 2017-18 Request forms are 
available in Indistar/ACSIP in the 
June 1, 2017 Application Part II.

• When a Request form is 
approved, the signed form will 
be uploaded in Indistar by SPED 
Finance.

• See the folder named: Uploads 
from SEA to districts (SPED). 
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