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http://www.arkansased.gov/


June 1 Application

• June 1 Applicants include any educational facility receiving Title VI-B 
funds, section 611 and/or section 619 (Federal Preschool) and State 
Preschool.

• This includes:
School Districts (must complete School Age Parts I, II and III. 

Preschool, if applicable, Parts I and II)
Charters (must complete School Age Parts I, II, and the MOE in Part 

lll and Preschool Parts I and II, if receiving 5 yr old Kg. funds) 
State Agencies (must complete School Age Parts I, II and the MOE in 

Part lll)
Educational Cooperatives (must complete Preschool Parts I and II)
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2019-20

• Indistar is used for the SPED June 1 Application and the March 30 CEIS 
Application. 

• For the remainder of the year, SPED Finance sets announced deadlines 
and pulls COGNOS reports for amendments. 

• SPED Finance uploads approved SPED documents throughout the year 
into Indistar in the “Uploads from SEA to Districts (SPED)” folder. 

• When districts save SPED Finance forms from Indistar to a computer, it 
allows the user to have all 2019-20 forms for use during the year without 
having to visit Indistar.  

3



SPED Finance 2019-20 Timeline
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DEADLINE DATE REQUIRED FORMS DOCUMENTATION

MARCH 30, 2019 CEIS APPLICATION • 19-20 CEIS Application • Approved CEIS application uploaded 
by ADE in Indistar

June 1, 2019 APPLICATION • Part l forms: Intent & Assurances
• Part ll forms: Budget narrative, Request 

and Report forms
• Part lll online/reviewable forms: PSPS, 

CEIS, MOE, Intent, and Reminder form

• Review/Approval form uploaded by 
SPED Finance into Indistar

OCT 1, 2019
FIRST AMENDMENT

• Amend budgets for preliminary allocation 
amounts: S/L, Vl-B, and Medicaid

• Request and Report forms
• AFR MOE data in MYSPED
• Amend adjusted carryovers PSPS

• COGNOS budget report
• Review/Approval form from SPED 

Finance

SPRING 2020 AMENDMENT • Request forms
• Amend for final allocation amounts
• Amend Required CEIS for final allocation

• COGNOS budget report/approved 
amendment

END OF YEAR 2019-20 • Requests and Reports forms
• Amend for closing of year

• COGNOS budget/AFR reports



Where are the Forms??
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http://indistar.org
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http://indistar.org/


Log-In With Assigned DISTRICT Password

Please use the DISTRICT password only. DO NOT use a school building 
password.
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My Dashboard and Complete Forms Tab

• Locate the COMPLETE FORMS TAB on the My Dashboard page. Scroll 
down to locate the SPED June 1 Application forms. Click on the forms 
and Save to File on a district computer. 
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School Age June 1 Application Forms

• The June 1, 2019 School Age Application is posted in three parts on 
Indistar under the COMPLETE FORMS tab. 

• Districts must complete Parts I, II and III. 
• Charters and State Agencies will complete Parts I, II and only the MOE 

section of Part lll. 
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Part I School Age Application Forms
(WORD Document Forms)
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Spring School Board Meetings

The June 1 deadline will require a spring School Board meeting for 
approval of the Application and signature on forms. 
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Statement of Intent

• The Statement of Intent form 
must be signed by the district 
Superintendent and the district 
School Board President. 
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Assurances and Agreements

• The Superintendent, Co-op or 
Charter Director must sign and 
date the Assurances form.
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Certification Regarding Lobbying

• This is also a required form that 
must be signed by the district 
Superintendent, Co-op, or Charter  
Director. 
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Contact Information Sheet

• Please consider summer contact 
information. This will be critical 
for SPED Finance to contact 
district staff for corrections during 
the months of June and July.
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Part II School Age Application Forms
(EXCEL forms)
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June Application Part II
Excel Documents

Part II contains the EXCEL documents and are 
available in Indistar under the COMPLETE 

FORMS tab. Part II has 9 tabs.
• Tab 1: School Age VIB Budget Narrative
• Tab 2: Federal Preschool  VIB Budget Narrative
• Tab 3: State Preschool Budget Narrative
• Tab 4: 19-20 Request to Purchase a Bus 
• Tab 5: 19-20 Request for Construction/Renovation 
• Tab 6: 19-20 Request to Purchase Equipment 
• Tab 7: 18-19 Report of Equipment
• Tab 8: 19-20 Report of Equipment
• Tab 9: 19-20 Request for Travel (Out of State)
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June 1 Deadline - Title VI-B, Federal and State 
Preschool

• The June 1, 2019 Application is for the FY2019-20 Title VI-B (section 611 
School Age and section 619 Federal Preschool) and State Preschool. 

• The Application is based on the FY2018-19 Preliminary amount, since  
FY2019-20 allocations have not yet been announced. 

Commissioner’s Memo: 
School Age Title VI-B: FIN-19-005, Funding Source 2 only

Federal and State Preschool: FIN-19-005
Use the link provided in the Memo to reach the Allocation page.
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2018-19 Preliminary Amounts

For the FY2018-19 Preliminary Funding Source 2 amount only please refer 
to the following:

http://www.arkansased.gov/divisions/fiscal-and-administrative-services/lea-federal-funding/allocations
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http://www.arkansased.gov/divisions/fiscal-and-administrative-services/lea-federal-funding/allocations


Preliminary Allocation 
Funding Source 2 (Only)
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Use Funding Source 2 (ONLY).



Funding Source 2 (Only)
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Tab 1: School Age Budget Narrative
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Tab 2: Federal Preschool Budget Narrative
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Tab 3: State Preschool Budget Narrative
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Importance of Budget Narrative

• The Budget Narrative should be a planning budget that reflects what will 
be spent in the coming year.

• The narratives should be clear and detailed.
• Use last year’s expenditures as a guide. 
• Please do not bundle expenses under one function code. Use 

appropriate function codes for each item.
• Explain in detail all supplies.
• Do not use large amounts in supplies unless the intent is to spend this 

amount. The narrative must explain what will be purchased.  
• Professional Development narrative should include amount of staff 

involved and title of the professional development. 
• Travel should be explained. Please include title of staff, how many staff, 

reason for the travel…
• Remember out-of-state travel must be preapproved by SPED Finance. A 

Request form should be emailed to SPED Finance if out-of-state travel is 
included in the budget narrative.
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Budget Narrative

• A Drop Down list of district names is at the top of each Budget Narrative 
form for districts to utilize. 

• All function codes must be explained in the Title VI-B School Age/ 
Preschool  and State Preschool Budget Narrative(s). 

• For salaries, include name(s) of staff, FTE, and position title. 
• For contracts, list the name of company and service(s) provided. If 

provider is not known, please state in the narrative. 
• For supplies, list examples.  This is particularly important for large 

purchases.
• For equipment (items $1000 or over), be specific as to the item to be 

purchased, estimated cost and location or put “See Request form.” 
Complete the Request form and email to SPED Finance. 

• For Construction, list a brief general description and also complete the 
Request for Construction form.

• For purchasing a bus, state in narrative, function 2790/object 67000 and 
complete the Request to Purchase Bus form. 
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Tab 1: School Age VI-B Budget Narrative
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Narrative goes directly under the amount.



Tab 4: Request for Bus Purchase

• Before purchasing a bus, districts 
must submit a signed Request 
form along with bus 
specifications.

• SPED Finance will forward the 
Request with bus specifications to 
the Transportation Unit for 
approval.

• The bus estimate must be in the 
budget before approval can be 
given. 
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Tab 5: Request for Construction/Renovation

• Construction/Renovation also 
needs a preapproved Request 
form.

• If the project is $20,000 or 
more, specifications will need to 
be provided and SPED Finance 
will forward the Request with 
specifications to the Facilities 
Unit for approval. 

• All Construction/Renovation 
must be in the budget before 
approval can be given. 

• Function codes 4710 and 4720 
should be used with object code 
range 64000.  
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Tab 6: Request for Equipment

• Equipment must be preapproved 
before purchasing.

• The equipment amount must be 
included in the budget before 
approval can be given.  
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Tab 7: 2018-19 Report of Equipment

• After the equipment is actually 
purchased and the exact 
expenditure amount is known, 
this form is sent to SPED 
Finance. 

• The information should match 
the function and amount on the 
AFR report. 

• Report forms are usually sent to 
SPED Finance at the October 1 
deadline for the previous year.
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Tab 8: 2019-20 Report of Equipment

• After the equipment is actually 
purchased and the exact 
expenditure amount is known, 
this form is sent to SPED 
Finance. 

• The information should match 
the function and amount on the 
AFR report. 

• Report forms are usually sent to 
SPED Finance at the October 1 
deadline, for the previous year.
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Tab 9: Request for Travel

• Federal guidance now requires 
prior approval for out-of-state 
travel.

• Please make sure the funding 
for the travel is in the budget 
and fill in the funding chart on 
the Request form. 

• Email the completed form to 
SPED Finance. 
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All Application files for Part l and ll will be 
emailed to: 

spedfinance.indistar@arkansas.gov

The subject line of the email should say LEA# and Name of District, 
Charter, State Agency or Coop

The file names will be:
School Age:  SPED1920 Part I or Part II

Preschool:  ECSPED1920 Part I or Part II
****Remember to send Part ll in excel form.****
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Correctional Comments from ADE

When SPED Finance responds with corrections, the correctional 
comments will be sent to you by email from the person working your file.

The Sped Finance staff will not be responding to you through Indistar.  
All reviews will come through email.
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Past Year Information

Districts are instructed to leave all past year documents in the “Uploads 
from SEA to Districts (SPED)” folder. 
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Part III School Age Application Forms
(Online Forms)
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Private School Proportionate Share form
Page 1

• All Districts must complete the 
PSPS form. If the district has no 
Private/Home School students, 
this will be indicated on line 2. 
When the math is correctly 
entered and calculated, the 
Districts with no Private or 
Home School students will 
calculate to zero on line 5.

• All Districts must complete each 
line of the form. Please check 
for accuracy of math. 

• Scroll to the bottom and click 
“SAVE” or “NEXT AND SAVE”.
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PSPS
All Districts Must Complete
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All districts must complete.

Complete all calculations. If
# of PSPS students is zero, calculation 
will end in zero. 

Click “SAVE” or “NEXT AND SAVE” when completed.



CEIS Form
All Districts Must Complete

Page 2

• For Districts Required to 
participate in CEIS, please 
indicate on question #1.

• For Districts NOT participating in 
CEIS, please indicate with “NO” 
on question #2.

• For Districts participating 
voluntarily, please indicate with 
a YES on question #2.

• Scroll to the bottom and click 
“SAVE” or “NEXT AND SAVE”. 
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CEIS Instructions

• If participating in Required or Voluntary CEIS, the district should have 
already completed and submitted the 2019-20 CEIS Application by the 
March 30 deadline. 

• A district cannot participate in CEIS or use funds according to CEIS until a 
program application has been approved by the ADE Special Education 
Unit. 
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CEIS Amount

Refer to the following link for the 
FY2018-19 CEIS amount to use on 
the June 1 Application.

https://arksped.k12.ar.us/documents/fundingFinance/1819-ceis-max.pdf 
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Maintenance of Effort Eligibility Requirement Form
All Districts, Charters, and State Agencies

Must Complete
Page 3

• Districts must choose one Test in 
which to meet Maintenance of 
Effort for 2019-20.

• Complete only ONE test for  
2019-20. 

• Scroll to the bottom and click 
“SAVE” or NEXT AND SAVE”. 
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MOE Eligibility Requirement Form
All Districts, Charters, and State Agencies

Must Complete
• Complete the Eligibility 

Requirement as a promise to 
meet Maintenance of Effort and 
an intent to spend at least the 
amount spent in the last 
completed year (FY2017-18 AFR). 

• Choose one MOE test to 
complete, showing  how the 
district intends to meet 
Maintenance of Effort for FY2019-
20.  

• Scroll to the bottom and click 
“SAVE” or “NEXT AND SAVE”. 
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Click SAVE or NEXT AND SAVE when completed.



MOE Instructions

• If choosing Local Plus State as the 
test to complete for MOE, use the 
FY2017-18 State/Local  AFR 
expenditure amount available in 
COGNOS and enter into line # 2. 

• Districts received the FY2017-18 
AFR reports with the approved 
October 1 VI-B Amendment. The 
FY2017-18 AFR MOE Data Form 
in MYSPED should also have the 
correct amount for the FY2017-18 
AFR. 

• The projected amount for   
FY2019-20 must be equal to or 
more than the amount in line 2.

• Districts may enter the same 
amount as the FY2017-18 
State/Local AFR or enter an 
amount that is more. 
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Page 4 Review Form
All Districts Must Complete

• Page 4 asks the district about 
Parts I, II, and Part III as a 
reminder.

• This page also allows for State 
Reviewer Comment/Corrections  
for Part I and Part II forms when 
returned by State in the system.  

• Forms  on pages 1-3 have 
“Reviewer Comments” at the 
bottom of each page.  
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Save and Send for Review when completed.



Features of Online Reviewable Forms

• There are 4 online forms to be completed.
• At the bottom of each form are options for the user.
• Most are self explanatory.
• Save and Send for Review sends the form to ADE for review.
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Approved Application

• When an application, 
amendment or Request form is 
approved by SPED Finance, the 
approved forms are uploaded 
into Indistar in the “Uploads 
from SEA to Districts (SPED)” 
folder. 

• This folder is for State use only. 
Please do not delete or add 
anything to this folder.
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Preschool Application Forms
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Preschool Applicants

• Districts providing their own preschool services must complete a 
Preschool Application. 

• Charters receiving preschool funds for 5 yr. olds in Kg must complete a 
Preschool Application. 

• Educational Co-ops providing services for participating districts must 
complete a Preschool Application.
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Preschool Forms

• The June 1, 2019 Preschool Application is posted in two parts on Indistar
under the COMPLETE FORMS tab. 

• The Preschool Application does not contain any online forms. 
• SPED Finance will communicate correctional comments by email for 

preschool applicants.
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Preschool Part I Forms

SPED Preschool June 1 Application Part I (WORD Docs: Intent & 
Assurances)

• Download and save to computer
• Complete forms
• Deadline June 1, 2019
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Preschool Part I Forms
(WORD documents)

• Part I and Part II Preschool 
forms are available under the 
COMPLETE FORMS tab. 

• Part I forms contain the 
Statement of Intent, Assurances 
and Agreements, and the 
Certification of Lobbying.

• Co-ops will utilize the  multiple 
signature page for participating 
Superintendents.  

• Part II forms are excel forms 
including the Federal and State 
Preschool budget narrative 
forms. 
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Preschool Part ll Forms
(Excel documents)

• Part II Preschool forms are available under the COMPLETE FORMS 
TAB. 

• Part II forms contain the Budget Narrative for Federal and State 
Preschool and other SPED Finance forms for 2019-20, such as 
Request and Report forms for equipment, buses and construction. 

• Use the Preliminary 2018-19 preschool allocation amounts as an 
estimate for the preliminary 2019-2020 preschool budget narratives, 
both federal and state (FIN-19-005) . Do not add carryover. 

• Download Part II excel forms and Save to Computer.
• Complete forms.
• Name completed EXCEL file: ECSPED1920Part II 
• Deadline June 1, 2019
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Commissioner’s Memo FIN-19-005
Allocation Page

http://www.arkansased.gov/divisions/fiscal-and-administrative-services/lea-federal-funding/allocations
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Use 2018-19 Preliminary Allocations.

http://www.arkansased.gov/divisions/fiscal-and-administrative-services/lea-federal-funding/allocations


Tab 2: Federal Preschool Budget Narrative
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Tab 3: State Preschool Budget Narrative
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Districts, Charters, State Agencies, and Coops 
will NOT be

Uploading Files to Indistar
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To Submit to Sped Finance

Name the 2019-20 Application File:

School Age:  SPED1920Part I  or Part II
Preschool:  ECSPED1920Part I  or Part II 

Email files to:
Spedfinance.indistar@arkansas.gov
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Reminders and Announcements

• SPED Finance will post 
reminders and announcements 
on the MYSPED log-in page.
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Contact Information

SPED Finance staff phone email
Chris Foley-Administrator 501-682-4223 christina.foley@arkansas.gov

Mikki Eubank 501-682-4293 mikki.eubank@arkansas.gov

Tanya Powell 501-683-5869 tanya.powell@arkansas.gov

Kim Vogt 501-682-4295 kim.vogt@arkansas.gov
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