2010-2011 Consolidated Application Review 

Administrative Technician Checklist

Last Updated on:  July 14, 2010
ADMINISTRATIVE TECHNICIAN REVIEW:
Transferability section:
    (   Verify program allocations in top row of Transferability Worksheet are correct
· Did LEA transfer any funds from one allowable program into another allowable program?
IF “NO,” SKIP NEXT 4 QUESTIONS

(    Verify that LEA did not transfer funds OUT of Title I, Part A
(    No more than 50% of any programs’ funds are being transferred into another program
(    Funds “transferred” into other programs remain budgeted in the original program under which the funds were initially allocated (check budgets) 
(   **If the LEA is identified for school improvement, no more than 30% of any programs’ funds are being transferred and used in support of another included program.  

Title I, Part A

Carryover section:

(   If LEA entered MORE than 15% Carryover – verify that LEA has an approved waiver
Neglected Institution section: 

(   Check to see if LEA is serving any Neglected Institutions     
ROF section -Top half of ROF page:
(   Verify the “Base Title I Allocation” is correct (See #1 at the top of the ROF page)
(   If LEA is serving a Neglected Institution(s) - verify the Total Neglected Allocation is reflected on ROF page (See # 2 at top of ROF page) 
(   If LEA chose to “Redistribute” carryover funds, instead of “Remain in Home Building” - verify carryover amount is reflected at top of ROF page (See # 3 at top of ROF page).

· If LEA transferred funds into Title I - verify the transferred amount is reflected in the ROF page (# 4 at top of ROF page). 
ROF “Worksheet” - Bottom half of ROF page: 

· LEA set aside 1 percent for Parental Involvement – only if LEA received over $500,000 in Title I funds. 
(   Neglected allocation is reflected in the Neglected Allocation box – if applicable 
· LEA set aside at least the minimum for Non-Highly Qualified Teachers - if applicable.  
· LEA reserved funds for Homeless (CSs are exempt since they are Title I schools)
· If funds are set aside for NP Admin Costs (optional set asides), make note of the amount, as this amount must be reflected in 2280-NP Support Services.
** If LEA is in SCHOOL IMPROVEMENT check the following:

·    LEA reserved funds for School Choice - if in S.I. 1 or above (CSs & single grade span buildings are exempt)
(      LEA reserved funds for SES - if in S.I. 2 or above
· If the LEA is in District Improvement verify that the LEA did the following:
(       Set aside 10% of the District’s total allocation in the LEA Improvement box 
· If LEA is in District Improvement AND has a building(s) in Improvement:

(      The building’s Staff Development amount can be included in the LEA Improvement row and under the Title I SI Building Allocation column so the total of the LEA Improvement set aside can include the Building’s Staff Development amount.
** Go to PAAYP website to verify SI status (shows which buildings are in SI and/or if entire district is in SI)
SOS sections:
SOS / Step 1:

(    If more than one source was used (is reflected) to determine the # of Low Income Students - verify that “Duplicate of Names Have Been Eliminated” is reflected under Data source. 
·  IF LEA is a CS, verify “Enrollment Data” was used to determine building population. (SDs can use either Enrollment Data OR Attendance Area)
SOS / Step 2:

·  Verify school building names against school building names in EDNA 
    -  if any discrepancies are found contact the SD to get correct information
· Make note of the total of Low Income NP students *(count students from eligible buildings only). You will need to compare this number to the total of NP low income students in the NP Involvement/SOS section)
SOS / Step 3:
·  Verify that the “Available Funds” match “TOTAL AMOUNT OF FUNDS AVAILABLE TO DISTRIBUTE TO TITLE I SCHOOLS” (on ROF page) **Extremely Important!
(    Verify the “Amount Remaining” is BELOW $100 and is NOT a negative number 
(     Verify that all schools are correctly designated as eligible, ineligible, not served, schoolwide, eligible through a waiver or eligible through grandfather clause. 
(     Any school with at least 75% poverty is being served before a school with less than 75% poverty
(      Schools, within grade spans, are being served in rank order based on the percentage of poverty
(      The PPA for each served school is in rank order, within grade span, based on the % of poverty
(      If the LEA serves any schools below 35% poverty, every school receives an amount per pupil of at least the minimum.  *The only exception is that the last ranked school can receive less than the minimum if the amount is sufficient to meet the needs of the school.
·    Make Note of the amounts behind the following NP shares:  (found at bottom of ranking page)
	Total of Non Public Low Income Funds: 

	Total Nonpublic Share of Professional Development Set Asides: 

	Total Nonpublic Share of Parent Involvement Set Asides: 

	Total Nonpublic Share of Summer School Set Asides: 


SOS / Step 4:
· Make note of the total number of nonpublic participants (3rd column); this total MUST match the number of NP participants in the NP/SOS section.  
· Verify the following:  
· If the total Title I public participants equals the total enrollment of that same building in SOS/Step 2 then it MUST be a SW building.  *If its not a SW then the number of Title I participants must be LESS than the total enrollment in SOS/Step 2
(     If salaries and/or benefits are budgeted, verify a number(s) is in the FTE staff column 
Nonpublic Involvement section:

(     Agency Involvement, SOS and Narrative all say “Completed” and “Signed Off”
NP Involvement / SOS section:
·   The number of Low-income NP students (column 2) matches the number of Low-income NP students (column 6 in SOS / Step 2). *Only count students from the buildings that are being served.

·  The total # of Title I Participants (column 3) matches the Total # of NPs (in column 3 of SOS / Step 4).
NP / Per Pupil Allocation Assurance section:
·   All questions have a “Yes” response.   
          If NP marked “No” to any questions an explanation must be provided. (If no explanation is provided AT 
           must note this on memo sheet for RC).
· The NP share amounts below match the NP share amounts from SOS/step 3 page: 
· Total of NP Low Income funds

· NP share for Parent Involvement 
· NP share for Professional Development 
· NP share for Summer School 
NP / Agency Involvement section:

·   All questions have a “Yes” response.  (If NP marked “No” for any question make note of it for RC).
Budget section:
·   Verify allocation is correct and entire allocation has been budgeted. ($0.00 difference)
·   Verify nothing was budgeted under line item 1 - “1190 Supplementary Inst” (It’s for Title VI only)
·   Verify nothing was budgeted under line item 26 -“3100 Food Services” 
·   Verify LEA did not budget more than Maximum Amount allowable for Indirect Cost
·   If Salaries and/or Benefits are budgeted, verify something is in the FTE column of the SOS / Step 4. 
·  If funds are budgeted under the “700-Property”column - verify that same amount is reflected in the Budget Equipments section; also verify that all info in “Equipment Breakdown” section was entered.

·  Budget Descriptions section - verify LEA entered information in the Program Description boxes in (make sure LEA did not enter any $ amounts – only text.)

(    If LEA reserved funds for any of the items in the table below (in left column), verify LEA entered 
       the reserved amount in the correct line item (column 2) in their budget. 
	If LEA Set Aside Title I funds on the Reservation of Funds page for…


	Their Title I Budget should have an equal amount on Line…

	School Choice 

	2700 – Transportation

	State & Federal Liaison

	2850 – State and Federal Liaison

	Program Evaluation

	2813 – Program Evaluation

	Audit

	2310 – Audit

	Indirect Costs

	5000 – Indirect Costs

	Parent Involvement

	3300 – Community Services

	
	


** School Improvement - If LEA has a “building(s)” in School Improvement I or II:  
· 10% of the building’s allocation must be reflected under Staff Development 

** (Does not apply to districts in Corrective Action) **
** Nonpublic Schools - IF LEA is serving any Nonpublic schools check the following:
· The Total Amount of NP  funds (at bottom of SOS/Step 3) is budgeted in either 1500 or 2280 or a combination of both.
· Summer School - if there is a NP share amount for SS (at bottom of SOS/Step 3), verify that amount is budgeted in “1500 ”; (Unless NPs are accepting a lesser amount (check NP Involvement / SOS / Assurance section)
· Professional Development - if there is a NP share amount for PD (at bottom of SOS/Step 3), verify that amount is budgeted in either “2280 ” (Unless NPs are accepting a lesser amount (check NP Involvement / SOS / Assurance section), or included in 2270 – Staff Development.
 ** Parent Involvement** – NP share for PI is already included in the amount set aside for Parent Involvement in the     ROF page;  the entire amount set aside for PI (in the ROF section) should be budgeted under 3300 - Community Services

Title II, Part A

·      Verify program allocation is correct (verify against Kelly G’s most recent allocation list)

·      Verify LEA budgeted entire allocation (budget page)
·     Verify nothing was budgeted under line item 1 - “1190 Supplementary Inst” (It’s for Title VI only)
·     Verify nothing was budgeted under line item 26 -“3100 Food Services” 
·      Verify LEA did not budget more than maximum amount allowable for Indirect Cost
·      Verify LEA entered info in Program Description boxes in Budget Description section (no $ amounts)
Title I, Part D - Delinquent

Delinquent Institutions: 
·   Verify allocations for each Delinquent Institution are correct (check most recent Delinquent Allocation list)
·   Verify LEA budgeted entire allocation (budget page)
·     Verify nothing was budgeted under line item 1 - “1190 Supplementary Inst” (It’s for Title VI only)
·     Verify nothing was budgeted under line item 26 -“3100 Food Services” 
·    Verify LEA did not budget more than maximum amount allowable for Indirect Cost
·    Verify LEA entered info in Program Description boxes in Budget Description section (no $ amounts)
Title II, Part D

·     Verify program allocation is correct (verify against Kelly G’s most recent allocation list)

·     Verify LEA budgeted entire allocation (budget page)
·     Verify nothing was budgeted under line item 1 - “1190 Supplementary Inst” (It’s for Title VI only)
·     Verify nothing was budgeted under line item 26 -“3100 Food Services” 
·     Verify LEA did not budget more than maximum amount allowable for Indirect Cost
·     Verify LEA entered info in Program Description boxes in Budget Description section (no $ amounts)
·    Verify LEA is spending an amount equal to 25% of allocation on Professional Development activities. (Check Function code 2270 in budget. The total line item amount should be at least 25% of program allocation).
*If an amount LESS than the 25% is reflected check to see if a bypass was done to allow LEA to enter a lesser amount.  (Bypass is located directly below the Title II, D budget)
	PDE users only - 25% Professional Development Rule turned off if checked:
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* Can be a little lower than amounts on SOS page.


    - If amount is more than a few dollars LESS than SOS amount - note it on memo page.


    - If amount is “higher” than amount on SOS page - note it on memo page.
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