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 Reimbursement Package – submitted by Eileen Crumbaker (15th of every month for month prior)
1. Monthly Reimbursement Form - Eileen 
2. Grants Management Report  - Eileen
3. Extra Duty Title I Supplemental Payroll –Steve/Eileen
4. Expense Detail By Account - Eileen
-for each employee
-pay period distribution report 
-payroll distribution report
-T&E (unless stipend) – Tina 
-Semi Annual – Tina 
      5. 	Account Purchase Order Pay History Report – Eileen (5th of the month)
-by function code 
	-Purchase Order & Back Up – form sent to Tina from Eileen (10th of month)
	-Journal Entries – Eileen

Time & Effort monthly forms (employees not 100% Title I funded) due back to Tina at District Office no later than the 10th of the month following work effort.  **responsibility contract to be presented to employees at induction meeting. (will forward a copy to Jill Jeanes) 
All supporting documentation to be submitted from Tina to Eileen will be sent electronically by 15th of the month by Eileen. 
Steve Merrill to Review final Submission packet on or before the 13th	day of the month for final submission. 
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