Monroe County ISD

GUIDELINES FOR APPLYING FOR
AND RECEIVING REIMBURSEMENT FOR

RDI GRANT-RELATED EVENT ATTENDANCE AND EXPENSES

1. All LEA, individual, and MCISD expenses for which reimbursement will be requested MUST be approved in advanced by the MCISD RDI Project Director.

a. A “Pre-Approval Request for Authorization for Reimbursement” (labeled “Step 1”) must be completed and FAXED or mailed to:

LORI GOETHE  goethe@misd.k12.mi.us or 734.242.5799 x 3124
MCISD  -  1101 S. Raisinville Road, Monroe, MI 48161
or FAX: 734.242.1363


b. This form is available on the MCISD website under the Assessment Services pages for the RDI Grant, or contact Lori Goethe for a copy. 

c. Please send your request at least 2 business weeks prior to the date of the event for which you are requesting approval. 

d. Each individual requesting reimbursement must complete and submit his/her own form, with proper signatures as required.


2. To receive reimbursement once approval is granted:

a. Download or request the following three forms…

i. MCISD Local Evaluation of RDI Grant Event Participation (“Step 2”)
ii. RDI Grant Reimbursement Request (“Step 3”)
iii. ARRA RDI Grant Evaluation (as required – will be on web if required)

b. Complete the Evaluation(s) and the Reimbursement Request

c. Obtain any required signatures

d. Attach a copy of the original authorization document

e. Attach a copy of the agenda from the event

f. Send all of the above to:

LORI GOETHE  goethe@misd.k12.mi.us or 734.242.5799 x 3124
MCISD  -  1101 S. Raisinville Road, Monroe, MI 48161
or FAX: 734.242.1363


3. What gets reimbursed?
a. Event registration fees

i. Classroom teachers receive ½ reimbursement of registration fees

ii. Administrators, non-classroom district staff (coaches, consultants, etc.)  receive full reimbursement of these fees

iii. All participants are expected to report out to colleagues AND implement skills and strategies gained from attending the event.

b. Substitute Teacher Costs – Conferences and In-County workshops

i. Reimbursed at the full daily rate (or prorated for partial day events)

ii. Administrative substitutes are not reimbursed

c. Summer/After-hours work:  MUST be approved in advance by MCISD
i. Work must be done “on-site” at MCISD-designated location and in conjunction with MCISD staff

ii. Rate of $25/hour, minimum of 3 consecutive work hours

iii. 1099 must be on file with MCISD Business Office

Questions?  Please contact RDI MCISD Project Manager – Kathy Berry

 
berryk@misd.k12.mi.us   OR  734-242-5799 x 3070
Last Updated:  3/25/2010

