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Purpose  

The Private Non-Profit (PNP) School Reference Guide provides a description of the 

Federal Entitlement Programs eligible for PNP participation and the description of 

the Elementary and Secondary Education Act (ESEA) as reauthorized by Every 

Student Succeeds Act (ESSA). The reference guide provides guidance to the PNP 

school official regarding the processes that need to be followed in order to become 

eligible to participate in each of the entitlement programs. The reference guide 

details the importance of maintaining meaningful dialogue with the designated Rio 

Grande City Grulla Independent School District PNP contacts.  

 

Mission Statement  

Federal Programs Department provides guidance, training, and support to schools 

and departments in the implementation of the entitlement programs to ensure 

that the District remains in compliance with programmatic and fiscal regulations.  

 

Goal  

Rio Grande City Grulla Independent School District, Federal Programs Department 

will ensure that the Private Non-Profit School students and teachers needs are 

identified and academic services are planned and implemented. 
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Federal Programs Overview  

History of the Elementary and Secondary Education Act  

The Elementary and Secondary Education Act (ESEA) was signed into law in 1965 by President Lyndon 

Baines Johnson, who believed that "full educational opportunity" should be "our first national goal." 

From its inception, ESEA was a civil rights law.  

ESEA offered new grants to districts serving low-income students, federal grants for textbooks and 

library books, funding for special education centers, and scholarships for low-income college students. 

Additionally, the law provided federal grants to state educational agencies to improve the quality of 

elementary and secondary education.  

The Every Student Succeeds Act (ESSA) was signed by President Obama on December 10, 2015. This 

bipartisan measure reauthorizes the 50-year-old Elementary and Secondary Education Act (ESEA), the 

nation’s national education law and longstanding commitment to equal opportunity for all students.  

The previous version of the law, the No Child Left Behind (NCLB) Act, was enacted in 2002. NCLB 

represented a significant step forward for our nation’s children in many respects, particularly as it 

shined a light on where students were making progress and where they needed additional support, 

regardless of race, income, zip code, disability, home language, or background.  

Title I, Part A – Improving Basic Programs  

The purpose of Title I, Part A is to ensure that all children have a fair, equal, and significant opportunity 

to obtain a high quality education and reach, at a minimum, proficiency on challenging state academic 

achievement standards and state academic assessments.  

Title I, Part A of the Elementary and Secondary Education Act (ESEA), as amended by the Every Student 

Succeeds Act (ESSA) 2015 provides financial assistance to local educational agencies (LEAs) and schools 

with high numbers or high percentages of children from low-income families to help ensure that all 

children meet challenging state academic standards.  

Title I is designed to help students served by the program to achieve proficiency on challenging State 

academic achievement standards. ESSA offers LEAs greater flexibility for using federal funds to 

effectively implement comprehensive, districtwide research-based initiatives that maximize student 

academic outcomes, particularly for those students at risk of not meeting challenging state academic 

assessment standards.  

ESSA renews the U.S. Department of Education’s emphasis on comprehensive needs assessments and 

improvement planning. The new regulations increase LEAs’ responsibilities for monitoring student 

outcomes, coordinated use of federal funds, and for offering high-quality guidance and technical 

assistance to schools engaged in continuous improvement planning.  

Title I, Part C – Migrant Education Program (MEP)  

The purpose of Title I, Part C – is to design and support programs that help migrant students overcome 

the challenges of mobility, cultural and language barriers, social isolation, and other difficulties 
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associated with a migratory lifestyle. These efforts are aimed at helping migrant students succeed in 

school and successfully transition to postsecondary education or employment.  

Title II, Part A – Building Systems of Support for Excellent Teaching and Learning  

The purpose of Title II, Part A – Supporting Effective Instruction is to increase student academic 

achievement through improving teacher and principal quality and increasing the number of effective 

teachers in classrooms and qualified principals and assistant principals in schools.  

Title III, Part A – English Language Acquisition  

The federal Bilingual Education Act, formerly Title VII, which included Emergency Immigrant Education 

Act, has been reauthorized as Title III. The purpose of Title III, Part A is to help ensure that Limited 

English Proficient (LEP) or English Language Learners (ELL) and immigrant children and youth attain 

English proficiency, develop high levels of academic achievement in core academic subjects and meet 

the same challenging state academic standards that all children are expected to meet.  

Title IV, Part A – Student Support and Academic Enrichment  

The purpose of Title IV, Part A is to improve the academic achievement of all students by increasing the 

capacity of LEAs, schools, and communities to (1) provide all students with access to a well-rounded 

education, (2) improve school conditions for student learning, and (3) improve the use of technology in 

order to enhance academic outcomes and digital literacy of students.  

How can our Private Non-Profit (PNP) school participate in the Federal 

Entitlement Programs and what is the criteria for participation?  

Title I, Part A  

Schools must be private and nonprofit.  

Schools must be located in the Rio Grande City or surrounding areas.  

Schools must have students enrolled that live or reside in the RGCGISD attendance boundaries.  

Students must be failing or at risk of failing to meet the state’s academic standard.  

Students must be zoned to a Title I school in RGCGISD.  

Title I, Part C  

Schools must be private and nonprofit.  

Schools must be located in the Rio Grande City or surrounding areas.  

Schools must have students enrolled that live or reside in the RGCGISD attendance boundaries.  

Students must be failing or at risk of failing to meet the state’s academic standard.  

Students must be zoned to a Title I school in RGCGISD.  

Parents of students must meet the eligibility criteria for migrant workers.  
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Title II, Part A  

Schools must be private and nonprofit.  

Schools must be located within the boundaries of RGCGISD.  

Only teachers who instruct in eligible instructional areas qualify for use of these funds.  

Title III, Part A  

Schools must be private and nonprofit.  

Schools must be located within the boundaries of RGCGISD.  

Students must be Limited English Proficient (LEP)  

Title IV, Part A  

Schools must be private and nonprofit.  

Schools must be located within the boundaries of RGCGISD.  

 

Intent to Participate and Information Required for Determining Allocations  

On an annual basis, the Rio Grande City Grulla Independent School District (RGCGISD) sends out in 

January a certified letter to private school officials inquiring about their interest in having eligible 

students and teachers participate in the entitlement programs for the following school year. The letter 

assists RGCGISD in identifying the private schools that are interested in the entitlement programs and 

will be included in the consultation process.  

After a private school responds affirmatively, RGCGISD will follow up with additional forms requesting 

private school data on the number of children from low-income families (Title I, Pt A), the number of 

children identified as English Learners (Title III) and on the total school enrollment (Title II and Title IV).  

It is important to remember that Title I allocations are based on the number of low-income students 

that reside within an RGCGISD Title I school boundary, the Title III allocation is based on the number of 

children identified as English Learners, and Title II and Title IV allocations are based on the total school 

enrollment.  

Title I funds are available to any private school that has students enrolled from an RGCGISD Title I school 

area (regardless of the private school’s location). Title II and Title IV funds are accessed from the public-

school district in which the private school is located.  

RGCGISD also invites all Private Non-Profit (PNP) schools in the Rio Grande City/Grulla area to 

participate via advertisement in the Town Crier. Participation is for the following school year.  

RGCGISD together with Region 01 - Educational Service Center and other neighboring school districts 

hold a consultation meeting that highlights regulations and requirements to participate in the following 

federal entitlement programs: Title I, Part A; Title I, Part C; Title II, Part A; Title III, Part A; Title IV, Part A, 

and the Individuals with Disabilities Act (IDEA).  
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RGCGISD schedules individual consultation meetings with those schools which indicate that they would 

like to participate in any or all federal entitlement programs offered by the LEA.  

What happens at the Individual Consultation Meeting?  

At the individual consultation, the PNP school administration indicates the programs and types of 

services they are requesting per their application.  

For Previously Participating PNP schools, RGCGISD and PNP Representatives discuss:  

▪ Participation in the Entitlement Programs  

▪ All Application Documents  

▪ Consultation Requirements (see application)  

▪ Allocations  

▪ School and Student Needs/Tentative Plans  

▪ Due dates for Needs Assessment and Campus Improvement Plan  

▪ Title III services, Home Language Surveys and the process for identifying eligible students  

For New PNP schools, RGCGISD and PNP Representatives discuss:  

▪ All the items listed above for previously participating PNP schools  

▪ The “Survey of Students Enrolled in Private Non-Profit School” to identify eligible students for Title I, 

Part A, Title II, Part A, and Title IV, Part A.  

Title I, Part A – Improving Basic Programs  

Providing Services to Eligible Private School Children:  

The Title I program provides supplemental educational services so that all children have a fair, equal, 

and significant opportunity to obtain a high-quality education. Generally, to qualify for services under 

Title I, a student must reside within the attendance area of a participating public school located in a low-

income area and be failing, or at risk of failing, to meet student academic achievement standards.  

Under Title I, local educational agencies (LEA) are required to provide services for eligible private school 

students, as well as eligible public-school students. In particular, Section 1120 of Title I, Part A of the 

Elementary and Secondary Education Act (ESEA), as amended by Every Student Succeeds Act (ESSA) 

2015 requires a participating LEA to provide eligible children attending private elementary and 

secondary schools, their teachers, and their families with Title I services or other benefits that are 

equitable to those provided to eligible public-school children, their teachers, and their families.  

These services must be developed in consultation with officials of the private schools. The Title I services 

provided by the LEA for private school students are designed to meet their educational needs and 

supplement the educational services provided by the private school.  

Needs Assessment and Campus Improvement Plan  
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As part of the consultation process, RGCGISD will request documentation from private school officials in 

order to identify appropriate services that meet the needs of their private school students and their 

teachers. The Title I Program Description and Title II Staff Development Program Description will assist in 

determining the academic needs of students as well as the professional needs of teachers. It will assist 

in identifying students who are at risk of failing or who need additional academic assistance. The needs 

assessment addresses important consultation topics such as the design of the Title I supplemental 

instruction services, student achievement goals and program evaluation criteria.  

Title I, Part A - Allocations and Services  

• Determining Title I Allocations – The amount of funds a private school receives for Title I services is 

based upon the number of low-income students that reside in a Title I participating RGCGISD school 

attendance area. The most common way to generate poverty counts is to have the students’ parents fill 

out the Income Determination Form.  

• Student Selection – In order to receive Title I services through RGCGISD, a student must attend a 

private school, reside in a Title I participating public school attendance area of RGCGISD, and be 

identified through educationally related objective criteria as failing or at risk of failing to meet state or 

other relevant standards. The private school official will list the students and rank them according to 

their areas of academic need. Neediest students must be given priority to receive services, and 

instruction may not begin until the form is completed and reviewed by RGCGISD.  

• Title I Instruction – Supplemental instruction can be offered to eligible private school students in core 

content subjects. The number of students who are able to participate and the schedule of instruction 

will depend upon the amount of private school’s Title I instruction allocation.  

Program Design Options – Title I Instruction can be provided in the following ways:  

✓ Pull-Out Program: Title I students receive supplemental instruction during the regular school 

schedule.  

✓ Before/After School: Title I students receive supplemental instruction through extended 

learning time beyond the regular day instructional schedule. This cannot be homework help.  

✓ Summer School Program: Title I students receive supplemental instruction during summer 

school program.  

• Program Evaluation – Private school students who participate in Title I programs must be held to high 

standards. In some instances, it may not be appropriate to expect private school children to meet the 

State’s standards, if those standards are not aligned with the curriculum of the private school. In this 

case the use of an alternative assessment measure will suffice. RGCGISD must annually assess the 

progress of the Title I program toward enabling private school Title I students to meet the agreed upon 

standards. Every year RGCGISD and private school officials must consult on what constitutes annual 

progress for the Title I program. If the Title I program for the private school does not make the expected 

annual progress, RGCGISD must make modifications to the Title I program. RGCGISD will consult with 

private school officials and teachers regularly about the progress the Title I private school participants 

are making in the regular classrooms.  
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Title II, Part A - Allocation and Services  

• Determining Title II Allocations – RGCGISD calculates equitable allocations strictly on the basis of the 

enrollments of public and private school students. You will be asked for your school’s total enrollment 

on the same day as the count will be taken for RGCGISD (Last Friday in October).  

• The private school official will complete the Staff Development Program Description included in the 

Private Non-Profit Federal Fund Application. The RGCGISD private school contact will review the staff 

development program description and consult with the private school official about the identified 

professional development priorities of the private school.  

• Allowable Title II Expenditures – Activities to be carried out for private school teachers and principals 

must be based on a review of scientifically based research and must be expected to improve student 

academic achievement. Professional development activities may include:  

o Providing professional development and training for instructional leaders, including principal 

supervisors, principals, assistant principals, instructional coaches, and teacher leaders, on 

observation, feedback, and coaching  

o Providing professional development and training for principal supervisors on coaching 

principals in order to improve instructional leadership practices  

o Providing high quality, personalized professional development activities that are evidenced-

based and improve the knowledge of teachers, instructional leadership teams, principals and 

other school leaders  

o Providing professional development activities that improve the knowledge of teachers, 

instructional leadership teams, principals and other school leaders regarding effective 

instructional practices that do the following:  

▪ Involve collaborative groups of teachers and administrators  

▪ Address the needs of students with different learning styles, particularly students with 

disabilities, students with special needs (including students who are gifted and talented), and 

students with English Language Acquisition (ELA)  

▪ Provide training in improving student behavior in the classroom and identifying early 

and appropriate interventions to help students with special needs  

▪ Provide training to enable teachers and principals to involve parents in their children’s 

education, especially parents of ELA and immigrant children  

▪ Provide training on how to use data and assessments to improve classroom practice 

and student learning  

o Providing training for all school personnel, including teachers, principals, other school 

leaders, specialized instructional support personnel, and paraprofessionals, regarding 

how to prevent and recognize child sexual abuse  
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o Developing feedback mechanisms to improve school working conditions, including 

through periodically and publicly reporting results of educator support and working 

conditions feedback  

o Providing training, technical assistance, and capacity-building in LEA’s to assist 

teachers, principals, or other school leaders with selecting and implementing formative 

assessments, designing class-assessments to improve instruction and student academic 

achievement, which may include providing additional time for teachers to review 

student data and respond, as appropriate  

o Carrying out in-service training for school personnel in: 

▪ The techniques and supports needed to help educators understand when and 

how to refer students affected by trauma, and children with, or at risk of mental 

illness  

▪ The use of referral mechanisms that effectively link such children to 

appropriate treatment and intervention services in the school and in the 

community, where appropriate  

▪ Forming partnership between school-based mental health programs and 

public or private mental health organizations  

▪ Addressing issue related to school conditions for student learning, such as 

safety, peer interaction, drug and alcohol abuse, and chronic absenteeism  

Options for Structuring Professional Development Activities  

• RGCGISD Professional Development – All private school educators are welcome to attend 

RGCGISD professional development activities. Email notices will be sent from the RGCGISD 

Federal Programs Office to all private schools regarding available RGCGISD professional 

development activities.  

• Local Conference/Workshop registration – If there is a conference or workshop that would 

address the professional needs of a private school teacher, Title funds may be used to cover 

cost.  

• Using an RGCGISD employee as a trainer at your school – RGCGISD has employees who are 

capable trainers. It may be possible that RGCGISD can provide someone to train your teachers 

and staff on a specific topic or program. Consult with Federal Programs Department staff to 

access these services.  

• Contracting with a consultant – Private school officials must take note that the same 

procedure that all RGCGISD schools take to secure a consultant will be followed. This includes 

using RGCGISD vendor consultant agreements. The process to get these requests approved 

usually involves various RGCGISD departments and the process may take time. All requests will 

be reviewed for allowability and whether they are reasonable and necessary as per the 

appropriate entitlement guidance. Refer to the Procedures Section for additional guidance.  
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• In-State and Out of State Travel – When using Title funds to travel for professional 

development activities, it is crucial to coordinate with your RGCGISD private school contact with 

plenty of time before the event. It is very important to understand all the policies for using Title 

funds for professional development activities that include travel. Out of State Travel requires 

TEA prior approval requested through an amendment to RGCGISD’s entitlement application and 

submission of the TEA Out of State Justification Form.  

 

Financial Policies and Procedures  

Notification of Allocations and Accounting Sheet - The information provided by the Private Non-Profit 

schools on low-income students that reside in an RGCGISD Title I attendance area and the total school’s 

enrollment is used to calculate the Title I, Title II and Title IV allocations, respectively. This information is 

provided by the private school using data from the last Friday in October of the previous year. During 

the May consultation and planning meeting, the private school is provided with their allocation(s). The 

private school will be provided with a spreadsheet that will be used to track expenditures over the 

course of the fiscal year.  

Requisitions for Purchase Orders – Private schools are not allowed to spend funds directly for Title 

programs. All financial transactions must be completed by and through RGCGISD. The normal process 

for using Title allocations is to consult with the RGCGISD private school contact, and, when the request is 

approved, to provide the required information and documents for processing the requisition for a 

purchase order. There are some uses of funds that cannot be covered by purchase orders. In these 

cases, the private school (after consultation, approval, and completed paperwork or documentation) will 

cover the costs and then submit receipts (after completing the activity) for reimbursement. An example 

of this would be costs related to travel to attend a professional development training using Title II funds.  

Annual Inventories - RGCGISD is required, by program statute, to conduct an inventory of items or 

equipment that were purchased with Title funds on a yearly basis. All items purchased with Title funds 

must be labeled with an RGCGISD tag or bar code, and with a label that states “Rio Grande City Grulla 

Independent School District Property of Externally Funded Programs (specific funding source)” which 

identifies the private school it has been loaned to and purchase order number.  

Compliance Monitoring  

As the responsible LEA, RGCGISD must ensure that the federal programs at the private nonprofit schools 

are being implemented according to grant guidelines and that funds are used appropriately for 

allowable and eligible activities. Reporting is conducted through the following reports.  

ESSA Compliance Report (August) RGCGISD –  

Complete verification information regarding the number of participating schools and eligible students.  

PNP Schools – School administration provides information regarding numbers of students receiving 

services including grade level, gender, and ethnicity.  

PNP Affirmation of Consultation with Private School Officials  
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RGCGISD – After consultation with PNP administrators, completed affirmations of participating PNP 

schools are scanned and uploaded through the GFFC Reports and Data Collections application on the 

TEA Login (TEAL).  

PNP Schools –School administration confirms that the information on the form is correct based on the 

consultation meeting with RGCGISD. 

 

PNP Calendar of Events 

June 8 CNA and CIP Due 

May 13 Compliance Report Due 

September 2 Student Roster due to RGCGISD 

  

May 10 – 9:00 A.M. Meeting with Mrs. Olivarez, Principal ICS 
 

June 21 – 9:00 A.M. Meeting with Mrs Olivarez, Principal ICS 

August 16 – 9:00 A.M. Meeting with Mrs. Olivarez, Principal ICS 

September 2 – 9:00 Meeting with Mrs. Olivarez, Principal ICS 

December 8 – 9:00 Meeting with Mrs. Olivarez, Principal ICS 

  

September 2021 20% of Expenditures  

October 2021 40% of Expenditures 

November 2021 60% of Expenditures 

December 2021 80% of Expenditures 

January 2022 100% of Expenditures 
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PRIVATE NON-PROFIT TIMELINE  

Timeline for Rio Grande City Grulla Independent School District and Private School Officials 

Month Activity 

July/August • Inform private school officials about the readiness of the programs and services for the 
upcoming school year  
• Provide program funding amounts  
• Disseminate PNP Manual to PNP School Officials  
• Contact tutors to complete application and discuss procedures  
• Complete and submit student roster for language proficiency testing for the 
identification of LEP students and Title III participation to the Connecting Languages 
Department 

September • Consult with private school officials about current programs and services implementation 
and modify as necessary  
• Begin programs and services  
• Disseminate and collect PNP Affirmations of Consultation to PNP  

October • Continue consultation about current programs and services implementation  

November/December • Consult with private school officials about the status of current programs and services  
• Roster of students due to RGCGISD  
• Review budget expenditures with private school officials, discuss expenditure deadline 
for supplies and materials 

January • Continue consultation with private school officials about the status of current programs 
and services  

February/March • Continue consultation with private school officials about the status of current programs 
and services  
• Calculate PNP allocations  
• Schedule consultation meeting  
• Conduct annual inventory at PNP  
• Expenditure deadline – out of town staff development requests  

April • Consult with private school officials about the status of current programs and services  
• Conduct yearly equipment and instructional supply inventory at private school 

May • Consult with private school officials about the status of current programs and services  
• Continue consultation and planning for programs and services for the next school by 
providing general overview of programs and services that will be available to students, 
teachers and parents  
• Send private school officials annual survey of services provided  
• Evaluate programs and services and make suggestions to private school officials about 
modifying programs and services that will be implemented during the next school year 

June • Finalize current year programs and services  
• Assist PNP with revisions of CIP and CNA  
• Provide private school official with report on fund expenditures  
• Develop consultation timeline for next school year  
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Private School Officials Roles and Responsibilities  

Roles and responsibilities for the private school officials are:  

• Actively participates in consultation.  

• Provides lists of addresses and grade levels of low-income students to determine Title I allocation.  

• Provides lists of names, addresses, and grade levels of students who meet the educationally related 

and objective criteria for participation eligibility (Student Selection List).  

• Contributes suggestions, ideas, program designs, and program modifications that will meet the needs 

of the private school eligible students, teachers, and families.  

• Provides dedicated space for Title I services, if appropriate.  

• Completes necessary documentation for professional development activities, where applicable.  

• Completes, revises or edits web-based Campus Improvement Plan.  

• Completes yearly needs assessment form.  

• Verifies end of year compliance reports that are submitted to the Texas Education Agency  

• Assists with the end of the year evaluation to include yearly surveys.  

• Complete and submit student roster for language proficiency testing for the identification of LEP 

students and Title III participation to the Connecting Languages/Dual Languages Division.  

RGCGISD Private School Contact Roles and Responsibilities  

Roles and responsibilities for RGCGISD private school contacts are:  

• Serves as Liaison between RGCGISD and private school.  

• Coordinates consultation meetings, as needed, throughout the school year.  

• Provides technical assistance to private schools by relaying program information and maintaining open 

lines of communication with private school officials.  

• Conducts necessary training to private school officials.  

• Contributes suggestions, ideas, program designs, and program modifications that will meet the needs 

of the private school eligible students, teachers, and families.  

• Sends frequent information to private school officials regarding RGCGISD and R01-ESC professional 

development opportunities.  

• Informs private school officials that services must benefit eligible students.  

• Informs private school officials of fiscal requirements for federal programs (public control of funds, 

provision of “services” vs. funding, equipment control, purchasing).  
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• Works with private school officials on methods for collecting data for program evaluation and 

improvement.  

• Provides specific information regarding procedures for approval and processing of contracts, purchase 

requests, etc.  

• Provides information regarding RGCGISD procedures, timelines, and contacts (items needing further 

approval, timelines for such approval, etc.).  
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Procedures for Maintaining an Inventory of Materials and Equipment Private 

Non-Profit (PNP) Schools  

Title I, Part A funds may be used to purchase materials and equipment to meet the needs of students 

eligible to receive services at private schools.  

It is important to remember the Rio Grande City Grulla Independent School District (RGCGISD) makes 

the purchases for the private school eligible students and will retain title and ownership and must 

continue to account for materials and equipment in its inventory management system. Therefore, 

RGCGISD will implement adequate procedures and internal controls to account for the location, custody, 

and security of materials and equipment purchased from federal funds. These procedures include the 

proper labeling of materials and equipment located at the private school. These procedures may include 

providing recommendations to the private school to maintain further internal control of materials and 

equipment. The intent is to prevent private school staff from misplacing, loosing, or destroying materials 

and equipment.  

Inventory at the PNP shall follow the same process requirements utilized at all RGCGISD schools. These 

requirements are to document the following:  

• A description of the materials or equipment.  

• An RGCGISD asset tag/bar code. (Provided by RGCGISD Property Control Management)  

• A serial and model number.  

• The funding source under which the materials and equipment were acquired. Note: Materials and 

equipment purchased with federal funds shall be identified to indicate federal ownership by specific 

federal program (e.g. items purchased with Title I, Part A monies must be labeled as Title I, Part A with 

grant award year).  

• The present location within private school where the materials and equipment are located (e.g. Room 

# 2a, Library, Closet, etc.) This information will assist with any federal or state program audit.  

• Indication of the use of the materials and equipment by specific program label. For example, Title I, 

Part A Student Use Only.  

Additionally, the RGCGISD shall administer the funds, materials and equipment.  

It is highly recommended to the PNP that the materials and equipment be stored in a safe and secure 

location when not in use.  

 

 

Equipment Acquisitions  

Equipment purchased falls into one of two categories as follows:  

1. Controlled/Fixed Assets  
• Tangible, movable, personal property  
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• Unit cost of $500 up to $4,999.99  

• Reasonably identified and controlled through physical inventory  

 

2. Attractive Property/Theft-sensitive Items  

 

Exceptions to the general guidelines are items that do not meet the dollar limit but are sensitive 

to personal conversion. These items are tagged, controlled and inventoried for accountability 

and tracking purposes.  

The PNP should exercise appropriate stewardship and accountability in the safeguarding of this 

property.  

Attractive Property/Theft Sensitive Items include the following:  

• Stereo Systems  

• Video/Audio recorders and players – DVD, CD, TV, VCR and Camcorders  

• Projectors – Video/Digital  

• Printers (all)  

• Computers (CPU’s)  

• Laptops/Notebooks  

• Scanners  

• Digital Cameras  

• Any other item determined to be exceptions for accountability and tracking purposes such as books, 

reading and math kits, etc.  

 

Monitoring of Materials and Equipment and Inventory  

The Texas Education Agency and the United States Department of Education may audit RGCGISD.  

Below are a few recommendations for PNPs to follow:  

Effective control and accountability must be maintained for all materials and equipment. This will assist 

in accounting for materials and equipment purchased with federal program funds.  

Maintaining an internal equipment inventory may assist the PNP in identifying a need for equipment 

and have knowledge of the location of equipment.  

Develop an internal procedure for transfer of equipment from classroom to classroom and keep record 

of such transfer and make available to RGCGISD to update the inventory.  

The RGCGISD shall develop and annually update an inventory of all equipment purchased with 

entitlement funds for the PNP.  
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A physical inventory of materials and equipment shall be taken and the results reconciled with the 

materials and equipment records in accordance with EDGAR 80.32(d) (1-2). Any variances identified by 

the physical inspection and those shown in the accounting records shall be investigated to determine 

the causes of the difference. The PNP shall, in connection with the inventory, verify the existence, 

current utilization, and continued need for the equipment. Documentation shall be maintained of the 

date and the person conducting the physical inventory.  

Adequate maintenance procedures shall be implemented to keep the equipment in good condition. This 

may entail contacting the assigned RGCGISD Federal Programs Department Office Personnel to generate 

a Technology Work Order.  

Loss, Damage, or Theft of Equipment  

A control system shall be in effect to insure adequate safeguards to prevent loss, damage, or theft of the 

equipment.  

In case of loss, damage, or theft of equipment your RGCGISD contact must be notified immediately. 

These cases will be investigated and fully documented.  

They will begin filling the RGCGISD Notification of Missing/Stolen Property Form to document incident. 

This form is necessary so that lost, damaged or stolen equipment is removed from the PNP inventory.  

Adela Pena, Assistant Director for Federal Programs (956) 716-6764 

 

Procedures for Contracted Services Private Non-Profit Schools  

Introduction  

During the consultation meeting the PNP identifies in their campus needs assessment a need to contract 

with a vendor for services (e.g. professional development). The PNP must follow and adhere to the 

RGCGISD procedures for contract approval to ensure the PNP receives the services identified in the 

Needs Assessment and Campus Improvement Plan.  

PNP needs to submit the following information on services needed:  

 description of services  

 vendor information to include contact information  

 dates of service  

 related costs associated with the contract agreement  

 when requesting professional development services from Region 01 please include a signed copy of 

the "Checklist for Developing New Professional Staff Development/New Services"  

The PNP should request professional curriculum vitaes, resumes, and other pertinent information that 

may assist in justifying the request for contracted services.  
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This information needs to be submitted to RGCGISD Federal Programs Office Contact in a timely 

manner. The contact will then work with the PNP to ensure timely approval of the request is made. The 

RGCGISD Federal Programs Department works collaboratively with other RGCGISD departments who 

provide additional guidance and oversight in contract approval. Therefore, it is advised that sufficient 

time be given. Please be advised that a contract for services less than $5,000 can take up to a month to 

be processed and a contract for services greater than $5,000 can take up to 90 days.  

 

Two Types of Contracts  

Contracts for services less than $5,000  

 Requires a particular form to be filled out and the necessary approvals to be attained. The following 

outlines the approval process:  

o Vendor signs the agreement.  

o The vendor agreement will go through the RGCGISD Federal Programs Executive Director for 

review of appropriate funding source and allowability and submitted to the RGCGISD Assistant 

Superintendent of Finance and Operations for approval.  

 

Contracts for services $5,000 and Above  

 Requires two specific forms be filled out and necessary approvals to be attained. The following 

outlines the approval process:  

o PNP communicates the request to RGCGISD PNP contact.  

o The RGCGISD PNP contact works with vendor and PNP to complete all required 

documentation.  

o The vendor agreement will be reviewed for appropriate funding source and 

allowability by the Federal Programs Executive Director,  

o The form is then sent to the RGCGISD Procurement Department for the Executive 

Directors approval,  

o The form then proceeds to the RGCGISD Legal Department for their review and 

approval.  

Procedures for Professional Development for Private Non-Profit Schools  

The PNP plans for professional development using Title funds must first be approved through 

consultation with RGCGISD’s PNP school contact. During the consultation and upon review of the Staff 

Development Program Description, the primary focus of staff development activities will be determined. 

It should be noted that all expenses related to professional development are paid as a reimbursement.  

Requests to use Title funds to travel for Professional Development activities must include:  
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The request for professional development at least 21 days prior to the date of the activity. The following 

items must be submitted with the request.  

 

Forms required for local staff development:  

• RGCGISD PNP Staff Development/Travel Justification Form  

• Conference Agenda  

• Texas Education Agency Request for Approval of Participant Support Costs  

 

Additional forms required for travel within state:  

• Completed Travel Packet  

• Rental Car Justification (if requesting a rental car)  

 

Additional form required for out of state travel:  

• Texas Education Agency Justification of Specific Expenditure: Program-Related Out-of-State Travel 

(New) will be submitted to the Texas Education Agency for pre-authorization and approval. Once 

RGCGISD is notified of the approval/disapproval the private non-profit school will be notified.  

 

Registration & Conference Forms – Requests for reimbursement of conference registration costs must 

be documented on a Travel Expense Voucher. If it is agreed that registration will be reimbursed, you 

must supply proof of payment when submitting for reimbursement.  

 

Air Travel – For out of town professional development, RGCGISD will send the PNP a written estimate of 

approved expenses for airfare based on RGCGISD policy of tickets purchased at least 21 days in advance 

of flight “Wanna Get Away” fares through Southwest Airlines unless Southwest does not fly to the 

conference destination. At that point alternate airline prices will be considered with advanced purchase 

requirements as stated above. Hotel, meals, and incidental rates are based on the federal government 

General Services Administration (GSA) per diem rates. For further guidance refer to www.gsa.gov .  

Mileage vs. Airfare ‐ Beginning and ending odometer readings for each trip are required. Mileage 

reimbursement for in-state and out of state travel cannot exceed the cost of the lowest coach airfare to 

the same location. If travelers are carpooling, reimbursement for mileage will be limited to the number 

of travelers multiplied by the lowest coach airfare.  

Hotel – Prior to the event, the traveler must reserve their own room at a hotel. If reservation is made 

online, it must be done directly with the hotel not through a third party such as Expedia. These sites do 

not provide an itemized receipt. The hotel reservation confirmation must include daily room rate, 



20 | P a g e  
 

room/local/state tax, and any mandatory charges (e.g. parking). The original hotel folio (invoice) with 

itemized charges is required for reimbursement. This document is available upon checkout. RGCGISD 

will not cover costs for food or entertainment charged to the room.  

Food/Per Diem - Reimbursements will be based on the IRS publication 1542 and the Federal per diem 

rates may be found on www.gsa.gov.  

Expenses for family members for lodging, meals, or transportation will NOT be reimbursed. Do NOT 

combine receipts between staff and their families.  

Other Travel Expenses ‐ Original itemized receipts are required for taxi, shuttle, bus, parking, baggage, 

and other local ground travel expenses.  

After Travel is completed - Once travel has taken place, original receipts are required for final 

reimbursement submissions (except for food). Please use the PNP Travel Expense Voucher form and 

submit your receipts. All paperwork and receipts should be submitted within 15 days of travel.  

Please note: Original itemized receipts must be submitted to substantiate all reimbursement claims. Fax 

copies cannot be accepted.  

Any claims submitted without original receipts will not be reimbursed.  

Reimbursements will be paid to the person whose name is on the receipt, so please have each person 

who expended funds complete their own reimbursement form. All persons submitting reimbursement 

forms must also be listed on the original RGCGISD PNP Staff Development/Travel Justification Form.  

W‐9 Form – Must be filled out for each person requesting a reimbursement. This form is filled out once 

per individual and used to create a vendor file for the individual. This information is documented in the 

TEAMS system for required IRS reporting. If the traveler already has an RGCGISD vendor number, it is 

not necessary to complete another W9 unless their address has changed.  

Note: If for any reason a traveler is not able to attend once arrangements have been made, it is the 

responsibility of the traveler and PNP to cancel all arrangements and seek refunds. 

 

Department Name Phone & Email 

Federal Programs 
Title I, Part A 
Title II, Part A 
Title IV, Part A 

Virginia Gonzalez 
Executive Director 

956-716-6731 
ggonzalez108@rgccisd.org 

Title III, Part A  Jesus Martinez  956-716-4861 
Jmartinez041@rgccisd.org 
 

Title I, Part C Migrant Veronica Garcia 956-716-6749 
Vgarcia108@rgccisd.org 

 


