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PURPOSE:  
The purpose of this manual is to define policies, procedures, requirements, for spending 
federal funds. 

 
RESPONSIBILITY: 

Coordinator II Fiscal Accountability and Data Analysis 
 

PROCESS INPUT: 
Input for this manual are; multiple CCF Forms, Fiscal Accountability and Data Analysis (FADA) 
and Grants Development and Administration (GDA) policies and procedures. 
 

DEFINITIONS: 
0.1 AA: Assistant Accountant 
0.2 CCSD: Clark County School District 
0.3 FADA: Fiscal Accountability and Data Analysis 
0.4 GCW: Grant Coordinator Writer 
0.5 GDA: Grants Development and Administration 
0.6 OARS: Online Absence Reporting System  

 
0.0 District Forms 

0.1 CCSD provides all district forms 
0.1.1 www.graphics.ccsd.net 

0.2 Submit all forms to FADA for processing 
0.3 TYPE all forms 
0.4 Use blue ink when signing 
0.5 Use 3 part NCR paper  

0.5.1 Available for purchase through shopping cart #110726 
0.6 Ensure forms are signed and dated by administrating persons 
0.7 Submit forms timely, at least monthly 
0.8 Call your AA with questions about forms and any backup required. 
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1.0 Personnel Requisitions 

 
 
 

 
Office Manager completes form 

– Support Staff done online 
– Licensed or Administrative 

Personnel complete hard 
copy of 168 

Submit to FADA 
– Copy of online print out for 

Support Staff  
– Original 168 for Licensed/Admin  
Submit original time sheets for 
temporary part time workers 
– Student Workers 
– Keep copy at your location 
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2.0 Add on Days Memo 

 
 
 

 
• Complete CCF-100 to 

add days to  contract 
to be paid at daily or 
contract rate of pay 

• Send to Regional 
Office for approve 

• Send to FADA office 
• FADA will expense 

adjust from the district 
into the grant upon 
receipt of the copy 
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2.1 Add on Days Continued 
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2.2 Additional Days Authorization (CCF-100) 
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3.0 Authorization for Extra Duty Pay (CCF-5)          
                                                                                               

 
 

Enter Total Hours

Check one

Enter Location 
Name & Number 

Enter Description 

Check the 
Rate of Pay 

Appropriate signatures 

Enter Calculation 

Type Unit, FY, Acct, Object, 
Grant, Project & Fund 

Type in, alpha order, 
Last Name, First, SS# & 
Dates

• Type CCF-5  
– Attach an original extra pay time sheet. 
– OR an in-service/workshop sign-in (CCF-45)  

• An authorized administrator must sign the form prior to processing. 
• Submit CCF-5 on or before the 25th of the month to the AA. 
• Do not project dates beyond actual days worked.
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3.1 Authorization for Extra Duty Pay – Continuation Sheet (CCF5) 

 
 
 
 
 

Use this page to continue a CCF-5 

Enter Grand Total of hours if using a 
continuation page 
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3.2 Authorization for Extra Duty Pay (CCF-5) Extra Time Sheet  

 
 
 
 
 
 
 

• Attach time sheet to CCF-5 for each employee 
• Signature of the employee and administrator 

required 
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3.3 Authorization for Extra Duty Pay (CCF-5)  
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Attach to CCF-5 
• Administrator must sign here 
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3.4 Authorization for Extra Duty Pay – Stipend  (CCF-5) 
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4.0 Substitute Teachers Flow Chart 

4.1 Used to reimburse the general fund for subs used for grant activities 
 

 
 

 
 

 
4.2 Skipping over process steps is against Departmental Procedures 

 
 
 
 
 
 

Office Manager 
inputs CCF-101 on 

OARS 

Employee completes 
CCF-101 with Grant 

coding 

AA will send memo with 
sub report to Facilitator to 

verify subs 

Facilitator signs memo 
& returns both to AA 

Electronically transmitted 
to Sub Services 

Sub Report Created 

AA Enters 
adjustment 

for subs 

Auditable 
Document 
Scanned

AA sends to GCW 
for approval 

GCW returns to 
AA 
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4.3 Substitute Teachers CCF-101 
 

 
 
 
 
 
 
 

• Fill out CCF-101 
• Fill out Section 8 

– name of activity, Unit, 
Grant/Phase and authorized 
by: 

• Fill in the name of the activity 
• Obtain coding for authorizing unit 

and the name of the Project Director 
for each event  

– Contact appropriate 
supervisor 

• Keep the CCF-101 at your location 
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4.4 Substitute Teachers Sample Sub Report 

 
 

4.5 Support Staff Sample Sub Report 
 

 
 
 

 
 
 
 
 
 

• You will receive this report from your 
AA 

• Verify the sub against the 101’s 
submitted through OARS 

• Return approved authorization memo 
to AA 

• For Support Staff Substitutes 
• You will receive BI-Monthly 
• Verify the subs against the 101’s submitted through 

OARS 
• Return approved authorization memo to AA 
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4.6 Substitute Expense Adjustment Memo 
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5.0 Out-of-District Consultants (CCF-144) 
5.1 Used to pay non-district employees for services 

 

 

 
 
 

Complete 144; 
obtain Consultant 

Signature, 
Principal and 

Regional Division 
Head 

6 wks prior 

Does the total 
single transaction 

cost more than 
$25,000? 

Contact GCW 
Board Item needed 

YES 

NO 

Complete Shopping Cart, Scan Originals and Attach 
CCF-144 
Approved Board Item – or agenda item 
Statement of Work, Consultant Resume, Description 
Audio Video Tape Release  
W-9 – only for first time supplier 
Public Disclosure Form – first time supplier 
Supplier’s Application 

Electronic Submission to 
FADA and GDA 

Purchase Order Created 
PO# issued to Consultant 

Electronic Submission to 
Purchasing 

Board 
Approval 

Board Item created 
Send to Purchasing 
to Review 

Upon completion of services consultant 
sends invoice to Accounts Payable for 
payment. Reference the PO number.
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5.2 Skipping over process steps is against Departmental Procedure 
5.3 Out-of-District Consultants (CCF-144) - Used to pay non-district employees for services 
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5.4 Out-of-District Consultants (CCF-144) Page Two - Used to pay non-district employees 
for services 
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5.5 Out-of-District Consultants (CCF-144.1) - Used to pay non-district employees for 
services 

 
 

 
 
 
 
 
 
 
 
 
 

• Scan in Shopping cart if 
applicable 
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5.6 W-9 Form – Required for First Time Suppliers 
 

 
 

• Vendor to complete 
• Scan and attach to shopping cart 
• Whether on file or not
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5.7 Public Disclosure Form – Required for First Time Suppliers - Used to pay non-district 
employees for services 

 

 

• Vendor completes 
• Scan and attach to shopping 

cart 
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5.8 Suppliers Application/Update Form – Required for First Time Supplies 
 

 
 
 
 

• Supplier/Consultant completes 
• Scan and attach to shopping 

cart 
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5.9 Suppliers Application/Update Form – Required for First Time Supplier’s 
 

 
 
 
 
 
 
 
 
 
 

• Terms and Conditions of 
Supplier’s Application 

• Scan and attach to shopping 
cart 
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6.0 Out of District Travel Request Flow Chart for CCF-145 

6.1 This form is used for all approval, including off property and out of District 

 
 

• Complete CCF-145 SIX 
WEEKS prior to travel 

• Signatures: applicant, 
supervisor, division head 

• Fax CCF-145 to AA 
Attach copy of: 

• Conference/training agenda, completed registration 
form, hotel information, flight information , Vehicle 
Rental Agreement Form 

GWC approves 
CCF-145 

Contact 
GCW for 
approval 

Contact 
Accounting to 

book rental 
 

Complete Rental 
Agreement From 

Requestor 
books 
travel 

Obtain Receipts 
Code them and Fax 
to AA send original 

to Accounting 

AA notifies 
requestor of 

approved travel 

Do you need a 
rental car? 

AA verifies coding 
Logs in database 

YES 

Accounting books 
the rental car 

Submit to AA 
via fax with 145 
to verify coding 
GCW approval 

Auditable 
Document 
Scanned



 Fiscal Procedures for Spending Federal Funds Manual 
(WARNING: ONLY ELECTRONIC VERSIONS ARE CONTROLLED) 

 

DOC# FAD-M004, Rev B                                                 October 1, 2009 Page 27 of 49  

 
6.2  Out of District Travel Request CCF-145-This form is used for all travel approval 

 
 

 
 
 
 
 
 
 
 

• Complete and submit CCF-145 at least 6 weeks prior to travel 
• Enter correct coding 
• Have all required signatures 
• applicant, supervisor, division head 
• Attach ALL related documents to the request  

• Conference/training agenda, completed registration form, hotel 
information, flight information, and/or car rental, if applicable 

• Fax to AA 
• AA will call to inform requestor of approved travel 
• Requestor books travel 
• Attach original to CCF-174 
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6.3 Out of District Travel Request Vehicle Rental Request Form 
 
 

 
 

 
• Obtain approval for rental from GCW 
• Complete form 
• Fax  to AA for verification/approval GCW 
• Fax to Accounting 
• Fax coded receipts for rental to AA 
• Send Original to Accounting 
• Keep a copy and attach to CCF-174 



 Fiscal Procedures for Spending Federal Funds Manual 
(WARNING: ONLY ELECTRONIC VERSIONS ARE CONTROLLED) 

 

DOC# FAD-M004, Rev B                                                 October 1, 2009 Page 29 of 49  

 
6.4 Out of District Travel Request Flow Chart for CCF-145 
6.5 Out of District Travel Request 

6.5.1 Upon return submit a typed CCF-174 
6.5.2 Attach original itemized receipts, copies not accepted  
6.5.3 Attach original CCF-145   
6.5.4 Allowable expenses: 

6.5.4.1 Hotel, Parking, transportation, per diem 
6.5.5 Unallowable expenses: 

6.5.5.1 Tips, personal phone calls 
6.5.6 Car rental is ONLY allowed when shuttle services are not provided  
6.5.7 You must obtain written approval from Associate Superintendent to take a credit 

card when traveling  
 

6.6 Attach the following applicable original receipts to the CCF-174 
6.6.1 CCF-145 
6.6.2 Agenda 
6.6.3 Registration 
6.6.4 Itinerary 
6.6.5 Hotel Receipts 
6.6.6 Transportation 
6.6.7 Parking 
6.6.8 Copy of any receipts paid with a district purchasing card 
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6.7 Per Diem Rates – Increased as of October 2009. 
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6.8 Mileage/Travel/Expense Claim (CCF-174)  
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6.8  Mileage/Travel/Expense Claim (CCF-174) 
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7.0 Tuition Reimbursement (CCF-58) 

7.1 Used for Support Staff tuition reimbursement 

 
 
 
 
 
 
 
 
 
 
 

• Submit CCF 58 for pre-approval 
• For Licensed check with your 

administrator for the pre-approval 
process 

• Upon completion of course attach 
CCF58 to CCF174 for reimbursement 

• Include proof of payment  
• Passing grade 
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7.2 Used for Licensed Staff tuition reimbursement – If reimbursement is for licensed staff and 
other than Highly Qualified:  Include a list of all of the employees eligible for tuition 
reimbursement 
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8.0 Field Trips Transp-7 Form - Used to request in-district transportation 
 

 
 
 

• Check the field trip master calendar for 
availability

• To request a CCSD bus online:
– Go to interact 
– District Link – Online Forms
– Select  Transp-7 and complete 

Section ONE of the form (Yellow)
• include the AA’s name on the email

– AA will code the form Section 2 
– AA will e-mail to Transportation for 

final approval.
– Transportation will e-mail AA with 

approval
– AA will notify requestor of approval
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8.1 Out of District Student Activity Travel 
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8.2 Out of District Student Activity Authorization (CCF-460)-Used to request out of 

district transportation 
 

 
 
 

 
 
 
 
 
 
 

• Request permission from GCW for the trip 
– Cc: AA on request 

• Complete a CCF- 101 & CCF-145 SIX weeks before the scheduled 
trip 

• Complete a CCF- 460 with signatures from the school principal 
and the region superintendent 

– Attach a complete list of students going on the trip 
– Attach trip agenda 
– Attach bus line quotes 

• Complete a Shopping cart, scan all originals and attach to order 
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9.0 Printing – Graphic Form 
9.1 A graphic art request form is used for printing and other graphic services within 

CCSD 
 

 
 
 
 
 
 
 
 
 

 

 
• Complete all necessary information on the form  
• Put your Internal Order Number and Functional Area 
• You can check with your AA at the end of the month for the cost of the 

printing for your budget records. 
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10.0 Credit Card Procedures 

10.1 To check out the grant credit card from FADA you must have a signed 
10.1.1 District Employee Agreement Form on file 
10.1.2 Contact your AA to arrange a pick up time  
10.1.3 Make Purchases 
10.1.4 Return the card to AA within 2 days, with the coded receipts of the 
Purchases made 
 
 

10.2 Making purchases with Grant Credit Card 
10.2.1 Separate receipts/purchases by budget line item 
10.2.2 Only charge up to $1,000.00 to a single vendor per day 

10.2.2.1 Refer to Purchasing Card Policy & Procedures Manual 
10.2.2.2  Turn to page 4 of Credit Card Manual 

10.2.3 Pages 4 & 5 explain what can and cannot be purchased 
10.2.4 Do not use school PC unless you want to pay for merchandise 
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10.3 Cards located in the field 
10.3.1 Notify AA of intent to purchase* 
10.3.2 AA will check budget line for availability of funds* 
10.3.3 Log transactions in Purchase Log Sheet 
10.3.4 Fax Purchase Log Sheet to AA at least monthly 
10.3.5 When making purchases break out receipts by budget line item 
10.3.6 Code itemized receipt in black or blue ink immediately after purchase 
10.3.7 Fax or send coded receipt to AA immediately 
10.3.8 *Depending on the size of the grant requestor may skip steps 10.3.1 and 

10.3.2 
 

 

-In order to check out 
the grant credit card you 
must have the District 
Employee Agreement 
form filled out and 
signed

-Make arrangements 
with the AA to pick up 
the card.

-Bring your CCSD 
identification with you  
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SAP Grant 
Shopping Cart 
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11.0 SAP Grant Shopping Cart 

11.1 To place an SAP order using a grant you must change the Cost Center  
Information field to Order. 

11.2 You will then enter your Internal Order Number and Functional Area.  
11.3 Refer to your monthly summary for coding information. 

 
 

Change the Change the ““Assigned toAssigned to”” to Order.to Order.

Then, enter the Internal Order Number (which is the same as the Then, enter the Internal Order Number (which is the same as the 
Sponsored Program) that you would like to purchase from.Sponsored Program) that you would like to purchase from.
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Check the Functional Area (Program and Function).  Check the Functional Area (Program and Function).  
Refer to your monthly summary.Refer to your monthly summary.
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12.0 Important Phone Numbers 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

CCSD Help Desk CCSD Help Desk 
799799--3300 opt 13300 opt 1

FADAFADA
799799--52245224

GDAGDA
799799--33553355
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13.0 SUPPORTING DOCUMENT REFERENCES: 
13.1 The following CCF Forms - 5, 58, 100, 101, 144, 145, 174,168, and 460 

13.2 Substitute Reports 

13.3 Public Disclosure Form 

13.4 WMDBE Questionnaire 

13.5 Transp-7 

 

14.0 RECORD RETENTION TABLE: 

Identification Storage Retention Disposition Protection 
FAD-M004 
 
 

MPS website 1 year or as 
needed 

Hard copies are 
recycled and/or 
shred 

Electronically and in file 
cabinets  

 
15.0 DOCUMENT REVISION HISTORY: 

Date Rev. Description of Revision 
31-Aug-08  Initial Release of the document 
22-Feb-09 A Revision A 
01-Oct-09 B Revised Out-of-District Consultant form, Travel form 

 
16.0 PROCESS OUTPUT: 

16.1 An understanding of the procedures for spending federal funds. 
 

17.0 THIS DOCUMENT APPROVED BY (Reference Document Control Form): 
17.1 Fiscal Accountability and Data Analysis Coordinator II 

 

 
 
 


