Directions for Expenditure Form and Reimbursement
Steps for Getting Reimbursed for your PCCS Purchases:
1. Spend the money.
2. Fill out the Expenditure Report.
3. Email the Expenditure Report to Peggy Bobb at bobbp@district87.org
4. Mail all supporting documentation for purchases to:
Peggy Bobb
Bloomington Area Career Center
1202 E. Locust St. P.O. Box 5187
Bloomington, IL 61702-5187
5. Region will request money from ICCB
6. ICCB will reimburse Region
7. Region will get District 87 Board approval to transit money out
8. Region will send checks to local school.
9. Turnaround time……?
Directions for filling out the Expenditure Report
1. Put your school name right above FY11 where it says (Your School Here)
2. Enter the amount of money received under the total across from “Transit Dollars Received.”
3. Find the correct category that your purchase goes under (collaboration, programs of study, professional development, equal access for special populations, preparatory services, coordinators requirements, accountability requirements, other).
4. Fill in the date of the purchase under the “Date Column”.
5. In the “Activity Column”, fill out the activity that the purchase was made for. 
6. Fill in the Vendor name under the column “Vendor Name.”
7. Vendor Info.: Name of Vendor
8. Under the “Number of Units” column, you only need to use this if it applies. For example, if you paid for a sub, put the number of hours in this column. 
9. “Amount per unit.” Only use this if it applies, otherwise it can go directly under “Total.”
10. “Total Amount.” Fill in the amount of your purchase.
11. Fill in the “Total for All Previous Periods.” This should be the total of your requests for all periods before.
12. The form should calculate the “Total for This Period” and the “Total Remaining.”
What if I Change the Use of My Funds
1. Accompanying your Expenditure Form, send me an email answer the following questions:
a. How were the funds originally intended to be used? (list amount)
b. Why are the funds no longer being used for this purpose?
c. What is the new intended purpose for the funds?

Dates for Reimbursement
Expenditure report must be emailed and all material must be postmarked by the date below in order to get reimbursed for that period.
· November 1st, 2010
· January 7th, 2011
· March 1st, 2011
· May 1st, 2011
