2020-21
Prior Approval Purchase Guide
Request and Report Forms

Equipment, Bus, Construction

Division of Elementary and Secondary Education



Prior Approval Before Purchase

Prior approval before purchasing is required for Title VI-B,

State-Local funds (S1000 or over), Bus purchases, and
Construction/Remodeling projects.

Must include requested amount in the budget before approval.




Two Forms Required for Purchase of
Equipment, Bus or Construction

Request Form: Before Purchase

DI¥ISION OF ELEMENTARY & SECONDARY EDUCATION
SPECIAL EDUCATION
FY 2020-21
REGQUEST FOR PURCHASE OF EQUIFMENT!TECHNOLODGY
FOR STUDENTS WITH DISABILITIES
AMDUNT OF REQUEST MUST BE BUDGETED BEFORE SENDING IN THE REQUEST FORMS
REQUEST FORMS MUST BE PREAPPROVED BEFORE PURCHASE 1S MADE

District LEA!!q: 4 Drop down box select your district

ICheck Fanding source below]

¥I-B EtatefLocal Medicaid
State Preschool Preschool Medicaid
Local EZC[Preschool) Other

The amounts listed for each function should be $1,000 or more per unit.

ITEM & UHC’TIDJDCP RHJ DESCRIPTION EUAHTITJ!HIT PRIC#! ENDED PRICE

[0 [oo [0 [0 [on [&= [co [ro [~

TOTAL i -

‘wie cerkify that the equipmentitechnolagy listed abowe will be used bo provide special education and related service bo studenks with disabilities. E

Epecial Ed Superrizor's Sigeature

tendent’s Siguatere

Date Date

FIOTE: Equipmentitechnolagy items musk cost at leazt $1,000 per unit and meek the <riteria listed in the APSCM Financial &ccounting Manual. Us< @
separate sheet For sach Funding source. The tatal amount cxpended For sach sheet must equal the total amount spent For the funding source
indicated above.

ADE USE OHLY
Each ikem listed above, with the sxception of item (2] iz apprawed, These ikems are to be purchazed utilizing the
source of funds indicated by cach cquipment item. This approval is based on the purchaze of this equipment ko provide special education and
relsked services bo studants with disabilities. All sszurances in the IDEA Titls ¥I-E Conssliduted spplications spply b thiz sppraval.

[DESE) SPECIAL ED OFFICIAL Date

Report Form: After Purchase

DIVISION OF ELEMENTARY & SECONDARY EDUCATION
SPECIAL EDUCATION
ANNUAL FINANCIAL REPORT-——— FY2020-21
REPORT OF EQUIPMENT!/TECHNOLOGY !BUS PURCHASED
FOR STUDENTS WITH DISABILITIES

School
LEAS® District:

Check the funding source(=] listed below that were utilized to purchase the items.

(Check one belaw)

¥Ii-B StatelLocal Other
Prescho State Preschool
ol

Local ESC(Preschool)

1 - . a0 .
“"Complete One Form Per Fund/Source™
ITEM & FUNCTIONOC? RR: DESCRIPTION RUANTIT PHIT FRICKTENDED FRICE

o [oof-a{m]|o|afw]m]~

10

[ | | [0 [ [ ) |6

TOTAL
‘we certify that the purchase(s|{projects lizted abowe were purchased (o provide special education and related service to
students with disabilities.

Special Education Supervisors Signatt Superintendent's Signature

Date Date

MOTE: lkemis Must cost at least $1,000 per unit and meet the criteria listed in the AFPSICHN Financial Accounting Manual.
Use a separate sheet for each funding source. The tatal amount expended For each sheet must equal the kotal amaount

ADE USE ONLY

[DESE) SPECIAL ED OFFICIAL Date



Equipment, Buses and Construction

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

e 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

e 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.

e Report forms for equipment, bus purchases and construction projects are
required October 1 for the AFR actual purchase amount.



http://www.arkansased.gov/divisions/learning-services/special-education/funding-finance/finance-training-material

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.

e Districts may amend budgets for Requests and email Request forms
to SPED Finance.




; Coding for Equipment, Bus and Construction

* For Equipment (S1000 per item ||* For purchasing a Bus, please
or more) please budget in the budget function code 2790 and
appropriate function code and object code 67000.
use object code 67000.

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




I.r"n'm RSHIP

PRORT

Location of Forms
Go to the Special Ed Website

DI¥ISION OF ELEMENTARY & SECONDARY EDUCATION
SPECIAL EDUCATION
FY 2020-21
REQUEST FOR PURCHASE OF EQUIPMENT/ITECHNOLOGY
FOR STUDENTS WITH DISABILITIES
AMOUNT OF REQUEST MUST BE BUDGETED BEFORE SENDING IN THE REQUEST FORMS
REQUEST FORMS MUST BE PREAPPROVYED BEFORE PURCHASE IS MADE

District LEAMI\: < Drop down box select your district

-B APPLICATION

Home Page / Divisions / Learning Services / Special Education / Funding & Finance / VI-B Application IGkeck fanding sosscs belom]
¥YI-B Statellocal Medicaid
Prescho Erate Preschool Prezchool Medicaid
- Local ESC(PI:;(LnnII Other
202“-21 The amounts listed for each function should be $1,000 or more per unit.
""" 'COMPLETE ONE FORM PER FUNDISOURCE=""""
ITEM & FUNCTIOLOC! RM: 10N BUANTITUNIT PRICIXTENDED PRICE
z : :
N . kel 3
> VI-B Application Part 1 . :
1) 1
> VI-B Application Part 2 : :
k) 1
= TOTAL :

> VI-B Application Part 3 S T e e e e T e —

Special Ed Swperrizor's Siguatare Superintendent™s Siauature

>  VI-B Application Presentation

. . METE: Equipmentitechnology items must cost at least $1,000 per unit and mest the criteria listed in the APSCH Financial Accounting Manual. Use 2
> Vld =18 ] Rec (] rd |ng zeparate chest for sach funding zource. The tatal smount expendad For sach sheet must equal the total SMEURt spent For the funding cource indicated
abowe.

ADE USE OMLY

Each item listed above, with the sxeeption of item (2
ated by quipment item. This spproval iz bazed on the purchaze of

. &l azzurances in the IDEATitle ¥I-B Conzolidated spplicati

proved. Theze items ars to be purchazed utilizing the source
ipmant to provide cpecial sducation and related corvices
2 3pply to thiz sppraval.

>  Presentation Slides

(DESE) SPECIAL ED OFFIGIAL Date

> FY20-21 June 1 SPED Title VI-B Application User Guide (PDF)

Equipment Request

| Construction Request




Request Approvals

* When a Request form is . Document Uptoad
approved, the signed form will
be uploaded in Indistar/ACSIP by
SPED Finance, in the folder gy Trememeeenee

named: Uploads from SEA to O

Upload a New File...

50 - files uploaded of 100 - files allowed Document Upload Instructions

Folder (select a folder to view files)

Financial Reports 22 file(s)

Private Schools 2 file(s)

districts (SPED). e s poptese

i (Preschool) Parts I & II O file
RS

: SPED June 1 Application
L > ) {(School Age ) Parts I 8 II 1
& Frers)

Title I Documents 6 file(’s)

L_i_ll

Y Title IT 2 file(s)
Wb

W Title IXII O file(s)
84

Uploads from SEA to districts

B Z

L.',\.j-] 2 file(s)

--r' Uploads from SEA to districts
LL” (SPED) 1 file(s)




Short List

Request Form: Before Purchase

Report Form: After Purchase

Amend the budget to include the estimated
amount of the purchase in object 67000.
Email the updated budget to SPED Finance.

The budgeted amount should be exactly the
same as the amount on the Request form.

Complete a Request Form for the estimated
amount and email to SPED Finance.

Check the “Uploads from SEA to District
(SPED)” folder for the approved Request
form.

When approved by SPED Finance, the item
may be purchased.

e After the item has been purchased and the
cost posted in APSCN/eFinance, complete the
Report form for the exact amount posted on
the expenditure AFR report.

e Before the October 1 deadline, email the
completed Report form to SPED Finance.
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