ON-SITE DOCUMENTS for TARGETED MONITORING: TITLE I and TITLE II 
	Title I, Part A

	Monitoring Area 1 - Instructional Support:

	Indicator
	Document(s) 

	1.1
	AIS/RTI Class Lists for all Title I buildings with LEP and SWD indicated  
AIS Regulations CR 100.2 ee  (not applicable to charter schools)

	1.1
	Parent Notification Letters of Starting and Ending of service: 
Letters sent to parents (not templates); 2-3 samples per building, grade & subject 

	1.1
	Quarterly AIS/RTI Progress Reports for parents: Written reports, phone logs & conference records for current year; complete records for 4-5 students per building 

	1.8
	Certifications for Paraprofessionals: including paraprofessionals who provide Title I services to private schools (if applicable).

	1.10
	Documentation that the LEA provides services for identified homeless students: Letters, Invoices, and Receipts.

	Monitoring Area 2 - Accountability:

	Indicator
	Document(s)



	2.2
	Documentation that LEA has spent required amount for Parent Education: break out according to focus and priority school all invoices and payments, and summary report if available.

	2.4
	Documentation that LEA has spent required amount for School Improvement: break out according to focus and priority school all invoices and payments, and summary report if available.

	Monitoring Area 3, Fiduciary Responsibilities:

	Indicator
	Document(s) 

	3.1
	Implementation of Single Audit Corrective Action Plan: (if applicable) Evidence will vary depending on corrective action to be implemented.

	3.2
	Employee Payroll Certifications (EPC) for all staff funded by Title I: 

EPCs must show FTE & fund source, NOT Teacher Certification.  EPCs must include 100% of employee activity, not just federal portion(s) of salary. http://www.p12.nysed.gov/accountability/consolidatedappupdate/employeecertifications.html 
Or the LEA has Standards for Documentation of Personnel Expenses (1) Charges to Federal awards for salaries and wages must be based on records that accurately reflect the work performed. These records must:
· Be supported by a system of internal control which provides reasonable assurance that the charges are accurate, allowable, and properly allocated;

· Be incorporated into the official records of the non-Federal entity;

· Reasonably reflect the total activity for which the employee is compensated by the non-Federal entity, not exceeding 100% of compensated activities;

· Encompass both federally assisted and all other activities compensated by the non-Federal entity on an integrated basis, but may include the use of subsidiary records as defined in the non-Federal entity's written policy;

· Comply with the established accounting policies and practices of the non-Federal entity; and

· Support the distribution of the employee's salary or wages among specific activities or cost objectives if the employee works on more than one Federal award; a Federal award and non-Federal award; an indirect cost activity and a direct cost activity; two or more indirect activities which are allocated using different allocation bases; or an unallowable activity and a direct or indirect cost activity.



	3.3
	Payroll records and Teacher Certifications for all Title I funded positions: Reviewer will request reports for two payroll periods (Fall & Spring) and copies of Teacher/Assistant certifications for all instructional staff in Title I payroll reports.  Title I payroll records and teaching certification documents will be cross checked.

	3.4
	Payroll records (see above) and Title I purchase orders:  

Reviewer will compare payroll reports and purchase orders with approved Title I FS-10 budgets and amendments.

	3.6
	Implementation of LEA Procurement and Inventory Tracking procedures: 

Reviewer will select and track 1-2 items purchased with Title I funds, including items purchased for private schools.

	3.7
	Consolidation of Schoolwide funds: LEA consolidation plan

	
	

	ONLY for LEAs with eligible private schools using Third Party providers

Equitable Services Field Memo

	3.11
	Third Party contract administrative costs taken off the top: contracts and fiscal records with itemized amounts for administration costs; non-instructional staff such as aides for computer labs should be included in administration costs

	3.12
	LEA oversight of third party contracts: contracts with services and specific amounts for each service (AIS, PD, PI, etc.) with matching itemized fiscal records 

	TITLE II, Part A

	Indicator
	Document(s)

	4.2
	Highly Qualified Teacher Status: The district should be able to explain the status of each teacher on the Out of Compliance Report.  If a teacher is truly not highly qualified for a core content assignment, the district must provide a plan in writing to correct this issue.

	4.3
	Equitable Distribution of Highly Qualified Teachers: This is a high priority monitoring question for the USDE.  The Out of Compliance report can provide evidence that a disproportionate number of not highly qualified teachers are assigned to an individual school building.  If this is the case, the district must provide a written plan with a timeline to correct this imbalance.

	4.5
	Allowable Expenses: FS-10, FS-10A

	
4.6
	Highly Qualified Status for Secondary Special Education Teachers: All secondary education teachers who are the Teacher of Record for a core content course must demonstrate highly qualified status for each core content course taught.  Special Education Certification is not sufficient for individual core courses.  The use of the HOUSSE for each content course may be applicable to meet highly qualified status. 

	4.7
	Equitable Professional Development Service to Non-Public Schools: The district is required to provide professional development services to all non-public schools within its geographic boundaries.  Checks CANNOT be written to a private school.  The LEA may have invoices, FS-10 reserves, sign-in sheets, etc.  If the private school uses the services of a third-party “facilitator center” to organize professional development on its behalf, the LEA cannot send a check to the third-party until after services have been provided for with evidence provided to the LEA.


