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PROCEDURES FOR SUBMISSION OF A PAYMENT REQUEST 
for Curriculum Review, Book Study, or other PD Activities

1. Each Activity should have an Agenda for that activity for each day the activity occurred that include the following:
a. Name of the Activity
b. Date 
c. Time Span activity took place (i. e. 1:00 – 2:30pm)
d. Outline of the Topics cover during that activity

2. Each Activity should also include Sign-In sheets for the Activity for each day the activity occurred.  The sign-in sheet should include the following:
a. Name of the Activity
b. Date of Activity
c. Time Span activity took place
d. Signature of each participant, and the amount of time present.

3. Make it clear on the Agenda or the Sign-In sheet how much you are paying for each contact hour
a. Recommended compensation is $25-30/hr.

4. If you have staff that you are getting paid for activity preparation, please have separate documentation to show the time for activity preparation.

5. Agenda and Sign-In sheet should be submitted with the Payment Request, the Criteria for Approval, and Evaluation for Activity. 
a. See below samples of Agenda and Sign-In sheet for guidance


[image: ]Location: St. Joan of Arc, Board Room
Date: July 1, 2018
Time: 1:00-2:30pm 



Agenda (sample)
Curriculum Review (Math) Meeting 
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· Review of current curriculum 
· Identify gaps in current curriculum 
· From Gaps what new strategies to implement for new school year
· Benchmarks for new strategies
· Questions
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Curriculum Review (Math) Meeting
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Sign-In Sheet (Sample)

Compensation: $30/Hr, 
Total Stipend for full participation in activity - $45.00

	1:00-2:30pm
	Tony Evans

	1:30-2:30pm
	Fred Bird
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