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How do I…

· Get a Keynote Speaker? (Page 13)
· Host a conference? (Page 5)
· Facilitate a virtual training? (Page 5)
· Contract with a vendor? (Page 13)
· Plan contractual work without any facilitation? (Page 13)
· Plan contractual work with facilitation? (Page 9)
· Plan just facilitation? (Page 5)
· Begin planning for the next fiscal year? (Page 15)
· Create a line item in a purchase order? (Page 13)
· Create a purchase order? (Page 13)
· Track my line items in the purchase order? (Page 13)
· Sign off on an invoice? (Page 6)






What do I…

· Do with the initial cost proposal? (Page 5)
· Do with the final cost proposal? (Page 6)
· Mean by state vs federal funds? (Page 14)
· Mean by contract authority vs actual funding? (Page14)



[bookmark: _Toc148530138]Table of Contents

Table of Contents	3
Event Approval Process Flowchart	4
For events that do not have a contractual component	4
Event Approval Process	5
For events that do not have a contractual component	5
Event Approval Process Flowchart	8
For events with a contractual component	8
Event Approval Process	9
For events with a contractual component	9
Contract Without Specific Event Process Flowchart	12
Contract Without Specific Event Process	13
Purchase Order Creation Process	13
Purchase Order Changes	14
State vs Federal Funds	14
Contract Authority vs Actual Funding	14
Contract Authority Transfers	14
Quarterly Fiscal Meetings	14
Next Fiscal Year Planning Process	14
Mississippi Regional Educational Services Agencies (RESAs)	15
Appendix	21
Sample copies of the forms discussed in the guidebook.	21

	[image: Shape

Description automatically generated with medium confidence][image: Logo, icon, company name

Description automatically generated]MDE: Office of Professional Development – RESA Mega Contract Processes | Revised Date:  October 18, 2023



2
[image: Shape

Description automatically generated with medium confidence][image: Logo, icon, company name

Description automatically generated]MDE: Office of Professional Development – RESA Mega Contract Processes | Revised Date:  October 18, 2023

 
[bookmark: _Toc148530139]Event Approval Process Flowchart
[bookmark: _Toc148530140]For events that do not have a contractual component
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[bookmark: _Toc148530141]Event Approval Process
[bookmark: _Toc148530142]For events that do not have a contractual component

[bookmark: _Step_1.__1][bookmark: _Hlk145504603]Step 1.  Complete “Request for Facilitation” Form
Go to the webpage or SharePoint and get the “Request for Facilitation Form”.
Complete the form and obtain your Director’s signature.
Send the form with the following documents to the Professional Development (PD) at pdservices@mdek12.org:
· Request for Facilitation Form
· Resume of Presenter(s)
· Timed Agenda
PD will review, sign off on the location, and send the completed Request for Facilitation packet to NMEC and the program office.
NMEC will send an initial “Cost Proposal Form” (see an example here) to the program office.  The program office will use this cost proposal to complete Step 2.

[bookmark: _Step_2._]Step 2.  Complete “Approval Form”
Go to the webpage or SharePoint and get the “Approval Form”.
Complete the “Approval Form” in its entirety:
· All fields in the available authority table must be complete.
· Form must be signed by the program office director.
· Initial cost proposal attached.
Send the form to the PD at pdservices@mdek12.org.
PD will review, sign off, send to NMEC, and copy the program office.  
Following completion of these steps, registration and advertising may begin.

Step 3.  Complete “PD Calendar Entry Form”
Each office has someone who enters all events for that office in the PD Calendar (Trumba).
Your office may use the “PD Calendar Entry Form” to provide the information needed to complete the entry. Go to the webpage or SharePoint and get the “PD Calendar Entry Form.”  Complete the form and give to your entry person.
Three business days following submission of ”PD Calendar Entry Form,” check calendar website page here and confirm all information is correct.

Step 4.  Verify Advertising Details
Verify accuracy of event details on both the RESA and the MDE webpages where the event is posted.  
To advertise in Ed Update go here and follow their guidelines.

Step 5.  Host the Event
[bookmark: _Step_6._]Step 6.  Complete Post-Training paperwork.
Professional development will receive an invoice, final cost proposal, sign-in sheets, and evaluations from NMEC no later than the 8th working day of the month which follows the event.  
For example, if an event takes place on September 16th, the program office will receive paperwork no later than October 11th. 

	Invoice Month
	Due to MDE

	August
	September  14, 2023

	September
	October 11, 2023

	October
	November 10, 2023

	November
	December 12, 2023

	December
	January 10, 2024

	January
	February 14, 2024

	February
	March 12, 2024

	March
	April 10, 2024

	April
	May 10, 2024

	May
	June 12, 2024

	June
	July 10, 2024

	July
	August 12, 2024

	August
	September 11, 2024

	September
	October 10, 2024

	October
	November 12, 2024

	November
	December 11, 2024

	December
	January 10, 2025

	January
	February 12, 2025

	February
	March 12, 2025

	March
	April 10, 2025

	April
	May 12, 2025

	May
	June 11, 2025

	June
	July 10, 2025



· Professional development will log the invoice, add the Red Stamp and send to the program office for review and signature.
· Program office will:
· Check the number of participants and review final cost pro for correctness.
· Complete all requested information on the red stamp.  
Have the director sign both the invoice and final cost proposal.
Send the completed packet to Professional Development at pdservices@mdek12.org.
Maintain a personal copy of all the documents and are responsible for managing their budget.  Insufficient funds could lead to a delay in payment.  
Review evaluations and use data to assist with future trainings.
PD will:
· review packet, and if it is complete, will attach the purchase order.  
· submit required documentation to the Office of Accounting for processing of payment. 
· update the financial spreadsheet which can be viewed by the program office on SharePoint.


[bookmark: _Toc148530143]Event Approval Process Flowchart
[bookmark: _Toc148530144]For events with a contractual component
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[bookmark: _Toc148530145]Event Approval Process
[bookmark: _For_events_with][bookmark: _Toc148530146]For events with a contractual component
If your event will require a contract of any type, a “Contractual Services Request Form” must be completed for each required contract.  

[bookmark: _Step_1._]Step 1.  “Contractual Services Request Form”
Go to the webpage or SharePoint and get the “Contractual Services Request Form”
All parts of the form must be completed:
· Three vendors must be listed on the form.
· The scope of work should be detailed and clear.
· The justification and consequences must be relevant to the event.
Once the program office director signs the complete request, the program office will send the form to Grants Management (if federally funded).  
If not federally funded or after grants management has approved, the request will go to the office of compliance for approval.
After compliance, the complete packet will be sent to Professional Development at pdservices@mdek12.org for approval.
After PD, the complete packet will be sent to the Office of Educator Continuum for approval.
After Continuum, the complete packet will be sent to the Chief Accountability Officer for approval. 
Once all signatures are in place, the packet will be sent to NMEC for processing.  NMEC will complete their procurement process and send a copy of the completed contract with an initial cost proposal to the program office.  A final cost proposal and invoice will be sent after the event.

Step 2.  “Request for Facilitation Services”
Go to the webpage or SharePoint and get the “Request for Facilitation Services.”
Complete the form and obtain your Director’s signature.
Send the form with the following documents to Professional Development at pdservices@mdek12.org:
· Request for Facilitation Services Form
· Resume of Presenters
· Timed Agenda
PD will review, sign off on the location, and send the completed Facilitation packet to NMEC.  The program office that sent the request will be copied as well.
NMEC will send an initial cost proposal form (see an example here) to the program office.  The program office will use this cost proposal to complete step 3.

Step 3.  “Approval Form”
Go to the webpage or SharePoint and get the “Approval Form.”
Complete the approval form in its entirety:
· All fields in the available authority table must be complete.
· Form signed by the program office director.
· Initial cost pro attached.
Send the form to Professional Development at pdservices@mdek12.org.
PD will review, sign off, send to NMEC, and copy the program office.  
At this time registration and advertising may begin.

Step 4.  Professional Development Calendar
Each office has someone who enters all events for that office in the PD Calendar (Trumba).
Your office may use the PD Calendar Entry Form to provide the information needed to complete the entry. Go to the webpage or SharePoint and get the “PD Calendar Entry Form.” Complete the form and give to your entry person.
Three business days following submission of “PD Calendar Entry Form,” check calendar website page here and confirm all information is correct.

Step 5.  Verify Advertising Details
Verify accuracy on both the RESA webpages and the MDE webpages where the event is listed.  
To advertise in Ed Update go here and follow their guidelines.

Step 6.  Host the Event

[bookmark: _Step_7._Complete]Step 7. Complete Post-Training Paperwork
The program office will receive an invoice, final cost proposal, sign-in sheets, and evaluations from NMEC no later than 8th working day of the month following completion of the event.  This will include the contractual services invoice and final cost proposal.

	Invoice Month
	Due to MDE

	August
	September  14, 2023

	September
	October 11, 2023

	October
	November 10, 2023

	November
	December 12, 2023

	December
	January 10, 2024

	January
	February 14, 2024

	February
	March 12, 2024

	March
	April 10, 2024

	April
	May 10, 2024

	May
	June 12, 2024

	June
	July 10, 2024

	July
	August 12, 2024

	August
	September 11, 2024

	September
	October 10, 2024

	October
	November 12, 2024

	November
	December 11, 2024

	December
	January 10, 2025

	January
	February 12, 2025

	February
	March 12, 2025

	March
	April 10, 2025

	April
	May 12, 2025

	May
	June 11, 2025

	June
	July 10, 2025



Professional development will log the invoice, add the Red Stamp and send to the program office for review and signature.
Program office will:
· Check the number of participants and review final cost pro for correctness.
· Complete all requested information on the red stamp.  
· Have the director sign both the invoice(s) and final cost proposal(s). 
· Send the completed packet to Professional Development at pdservices@mdek12.org. n 
· Maintain a personal copy of all the documents and are responsible for managing their budget.  Insufficient funds could lead to a delay in payment. 
· Review evaluations and use data to assist with future trainings.
 
PD will:
· Review packet, and if it is complete, will attach the purchase order.  
· Submit required documentation to the Office of Accounting for processing of payment.  
· Update the financial spreadsheet which can be viewed by the program office on SharePoint.


[bookmark: _Toc148530147]Contract Without Specific Event Process Flowchart
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[bookmark: _Contract_Without_Specific][bookmark: _Toc148530148]Contract Without Specific Event Process
Go to the webpage or SharePoint and get the “Contractual Services Request Form”
All parts of the form must be completed:
· Three vendors must be listed on the form.
· The scope of work should be detailed and clear.
· The justification and consequences must be relevant to the event.
Once the program office director signs the complete request, the program office will send the form to Grants Management (if federally funded).  
If not federally funded or after grants management has approved, the request will go to the office of compliance for approval.
After compliance, the complete packet will be sent to PD at pdservices@mdek12.org for approval.
After PD, the complete packet will be sent to the Office of Educator Continuum for approval.
After Continuum, the complete packet will be sent to the Chief Accountability Officer for approval. 
Once all signatures are in place, the packet will be sent to NMEC for processing.  NMEC will complete their procurement process and send a copy of the completed contract with an initial cost proposal to the program office.  A final cost proposal and invoice will be sent after the contract work is completed.
[bookmark: _Next_Fiscal_Year][bookmark: _Purchase_Order_Creation]
[bookmark: _Toc148530149]Purchase Order Creation Process
Each program office is responsible for reviewing their planning documents, funding streams and any other needed criteria before submitting their information to PD to create the Mega contract purchase order(s).  Purchase orders are created for each semester, fall and spring.  At the end of each semester it is the responsibility of the program office to request a de-obligation of any unspent funds in that semesters purchase order(s).  

Two purchase orders will be created for the first half of the contract to accommodate the differing funding timelines.  
Purchase Order #1 will include federal funds that must be obligated and expended prior to December of the fiscal year.
Purchase Order #2 will include state and federal funds that do not need to be expended prior to December of the fiscal year.  This purchase order will initially be for the first half only and then adjusted in the second half with new lines added as needed.
The RESA PDC Salary/Fringe, Admin & Travel Worksheet will be completed by all offices supporting PDCs or LSICs and will be added to the two purchase orders where needed.

Each office will receive access to an electronic copy of their planning document and a spreadsheet to use to monitor all lines related to that office within the PO.  Most offices have both state and federal funds resulting in multiple line items.  While funds may be transferred among line items of the same type, it is not possible to transfer state funds to a federal line and vise versa.  Program offices should be aware that any activities funded in the previous fiscal year through state funds, cannot typically be funded through federal funds in the current fiscal year.  Each program office is encouraged to discuss their federal funding directly with the Office of Federal Programs.
[bookmark: _Toc148530150][bookmark: _Hlk146874335]Purchase Order Changes
Utilize the Program Fund Transfer/Coding Correction Form.  Be sure to check on the accounting page here for the most up-to-date version of the form.  Please note each program office may only request two changes per fiscal quarter.    

[bookmark: _Toc148530151]State vs Federal Funds
Many offices at MDE have both state and federal funding which can be used in the RESA Mega Contract.  It is important that each program office manage these funds appropriately so as not to create a supplanting issue.  For more information, contract the Office of Federal Programs.

[bookmark: _Contract_Authority_vs][bookmark: _Toc148530152]Contract Authority vs Actual Funding
Contract authority does not provide funds to make payments.  It is the responsibility of the program office to plan their budget in such a way as to provide actual funding for the contract authority amounts outlined in the planning document.  Authority within the contract does not ensure actual funding as contract authority is not actual money.  The Purchase Order provides the actual funding available to cover the contract authority.  Actual funding use occurs after the training, when it is time for payment of the invoice.

[bookmark: _Toc148530153]Contract Authority Transfers
Contract authority may be transferred between program offices, if needed, during the fiscal year using the Authority Transfer Form.  It is the responsibility of the program office to plan their budget in such a way as to avoid a frequent need for this process.  Please note each program office may only request two transfers per fiscal quarter.

[bookmark: _Toc148530154]Quarterly Fiscal Meetings
Each program office will meet quarterly with PD to review their planning vs actual use in the contract.  

[bookmark: _Toc148530155]Next Fiscal Year Planning Process
Planning for the next fiscal year typically happens in October of the current fiscal year.  At the initial planning meeting each program office will bring those team members who contribute to the planning for their office.  Each team will complete the Planning Document Spreadsheet.  The meeting will also include an activity in which all of the offices will share their planned trainings and dates to ensure there is not too much overlap of trainings each month of the school year.

Program offices will turn in their planned trainings via the spreadsheet to Professional Development.  All of the spreadsheets from the included program offices will be combined and their information cited in the contract modification process.  

Once the contract modification is approved, each office will receive a copy of their planning documents.

[bookmark: _Toc148530156]Mississippi Regional Educational Services Agencies (RESAs)
Mississippi has six RESAs throughout the state.  Listed below is each RESA, contract information, and member school districts.

	Delta Area Association for Improvement of Schools

https://daais.msresaservices.com/

Member Organizations:
· Delta State University
· MS Delta Comm. College
Housed at College of Education and Human Sciences at Delta State University

DSU Box 3333
Cleveland, MS 38733
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	Dr. Evelyn Jossell
Executive Director
ejossell@deltastate.edu


Telephone
(662)846-4354
	FY21/22 Member School Districts:
· Canton Public
· Carroll County
· Clarksdale Municipal
· Cleveland
· Coahoma County
· Coahoma Early College High School 
· Desoto County
· East Tallahatchie Consolidated 
· Greenville Public 
· Greenwood-Leflore Consolidated 
· Grenada
· Hollandale
· Holmes County
· Leland
· Madison County
· Natchez-Adams
· North Bolivar Consolidated 
· Quitman County
· South Delta
· South Panola
· Sunflower County Consolidated
·  Tate County
· Tunica County
· Vicksburg-Warren
· West Bolivar Consolidated
· West Tallahatchie Consolidated 
· Western Line
· MS Achievement School District 
· Yazoo County


	East MS Center for Education Development

https://www.emced.org/
https://emced.msresaservices.com/

Member Organization:

· Mississippi State Univ.
· Meridian Comm. College

Housed on campus of MSU- Meridian

1000 Highway 19 North
Meridian, MS 39307-5799

	Don Brantley
Executive Director, Interim
601-480-5957
don.brantley@emced.org
​
Cythia Pouncey
Professional Development Coordinator
601-484-0302
cythia.pouncey@emced.org
​
Sherry Gant
Business Manager
601-484-0306
sgant@emced.org



	FY21/22 Member School Districts:
· Attala County
· Choctaw County
· Columbus Municipal
· East Jasper
· Enterprise
· Forest Municipal
· Kemper County
· Lauderdale County
· Leake County
· Louisville Municipal
· Meridian Public
· Neshoba County
· Newton County
· Newton Municipal
· Noxubee County
· Pearl Public
· Philadelphia Public
· Quitman
· Rankin County
· Scott County
· Simpson County
· Smith County
· Union Public
· West Jasper Consolidated
· West Point

	Gulf Coast Education Initiative Consortium

https://www.gceic.org/
https://gceic.msresaservices.com/

Member Organization: 
· William Carey Univ.
11975 Seaway Road, Suite A240
Gulfport, MS 39503
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	Dr. Christine Moseley
Executive Director
cmoseley@gceic.org

Stacy Moseley
Business Manager
stacy.moseley@gceic.org


Telephone
(601)528-5342

	FY21/22 Member School Districts:
· Bay St. Louis-Waveland
· Biloxi Public
· Catholic Diocese of Biloxi
· Columbia
· Forrest County Agricultural HS
· Forrest County
· Gulfport
· Hancock County
· Harrison County
· Jackson County
· Lamar County
· Long Beach
· Moss Point
· Ocean Springs
· Pascagoula-Gautier
· Pass Christian Public
· Pearl River County
· Petal
· Poplarville Special Municipal Sep.
· Stone County

	North MS Education Consortium

https://www.northmsec.com/
https://nmec.msresaservices.com/
Member Organizations:
· Northeast MS Community College
· Northwest MS Community College
· Itawamba Community College
· University of MS’s School of Education
850 Insight Park Avenue, Suite 253C
University, MS 38677-1848
[image: Map

Description automatically generated]
	Dr. Jimmy Weeks, 
Executive Director
jweeks@olemiss.edu

Susan Scott
Program Coordinator
sscott@olemiss.edu

Telephone
(662)915-7763

	FY21/22 Member School Districts:
· Aberdeen
· Alcorn
· Amory
· Baldwyn Public
· Benton County
· Booneville
· Calhoun County
· Clinton Public
· Coffeeville
· Columbus Municipal
· Corinth
· Desoto County
· East Tallahatchie Consolidated
·  Grenada
· Holly Springs
· Houston
· Itawamba County
· Lafayette County
· Lee County
· Marshall County
· Monroe County
· Nettleton
· New Albany Public
· North Panola
· North Tippah Consolidated
· Okolona Municipal Separate
· Oxford
· Pontotoc City
· Pontotoc County
· Prentiss County
· Quitman County
· Senatobia Municipal
· South Panola
· South Tippah
· Starkville-Oktibbeha 
· Tate County
· Tishomingo County Special
· Tunica County
· Tupelo Public
· Union County
· Water Valley
· Webster County
· West Point
· Winona-Montgomery Consolidated

	Southwest MS Education Consortium (SMEC)

https://smec.msresaservices.com/

https://www.jsums.edu/lifelearning/southwest-mississippi-education-consortium-smec/


Member Organization:
Jackson State University and housed in the School of Lifelong Learning

3825 Ridgewood Road
Jackson, MS 39211

	Carolyn Mack
Executive Director
Carolyn.j.mack@jsums.edu
601/979-8888

Dimitri Crain
Resource Assistant
dimitri.w.crain@jsums.edu
601-979-8887


Telephone
(601)979-8894 or (601)979-8888

	FY21/22 Member School Districts:
· Amite County
· Brookhaven
· Claiborne County
· Clinton Public
· Columbia
· Covington County
· Franklin County
· Hazlehurst City
· Hinds County
· Holmes County
· Jackson Public
· Jefferson County
· Jefferson Davis County
· Kosciusko
· Lawrence County
· Lincoln County
· McComb Separate
· Natchez-Adams
· Rankin County
· Simpson County
· South Pike
· Walthall County
· Wilkinson County
· MS Achievement School District
· Yazoo County
· Vicksburg-Warren

	Southern Regional Educational Service Agency

https://www.sresa.net/
https://sresa.msresaservices.com/


PO Box 18859
Hattiesburg, MS 39404
Member Organization:
 
University of Southern MS and housed in Owings McQuagge Hall.


	Warren Woodrow
Executive Director
warren.woodrow@sresa.net


Telephone
(601)266-6777

	FY21/22 Member School Districts:
· Amite County
· Brookhaven
· Claiborne County
· Copiah County
· Covington County
· East Jasper
· Forrest County
· Forrest County Agricultural HS
· Franklin County
· George County
· Greene County
· Hattiesburg Public
· Hazlehurst City
· Jefferson County
· Jefferson Davis County
· Jones County
· Laurel
· Lawrence County
· Lincoln County
· Long Beach
· Marion County
· McComb Separate
· Natchez-Adams
· North Pike
· Perry County
· Poplarville Municipal 
· Richton
· Simpson County
· Smith County
· South Pike
· Walthall County
· Wayne County
· West Jasper 
· Yazoo County
· Vicksburg-Warren




[bookmark: _Toc148530157]Appendix
[bookmark: _Toc148530158]Sample copies of the forms discussed in the guidebook.







For Informational Purposes Only



Please note, in order to ensure you are using the most up-to-date form, use the hyperlinks within the document rather than these sample forms.  





Complete this form, where applicable, to request facilitation for events through a RESA(s).
Upon completion of this form (at least four weeks prior to the event), email to Professional Development (PD) for location approval.  Once approved, PD will email the form to Susan Scott, North Mississippi Education Consortium (NMEC) and copy the program office.  NMEC will return the cost proposal to the program office as soon as possible following facility confirmation, but no later than two weeks following receipt of the Facilitation Request Form.

	REQUESTING OFFICE CONTACT INFORMATION

	Program office:
	    

	

Contact name:
	     
	Phone:
	     
	E-mail:
	     

	Approving Official Signature:
	     
	Date:
	     

	


PD Location Approval Signature:
	     
	Date:
	     

	

	EVENT INFORMATION

	Event name:
	     

	Detailed Description:
	      

	Event date(s) and time(s):
	     
	Registration cut-off date:
	     

	Type of Support: |_|Face-to-Face  |_| Virtual 

	Targeted participants:
	     
	Expected number of participants:      

	Expected number of MDE staff (including presenters, contractors, etc.):      

	Additional information:      

	

	FACE-TO-FACE FACILITATION

	Secure facility/location?
	[bookmark: Check2][bookmark: Check3]|_| Yes	|_|  No

	Facility/location:
	1st Choice:
	     

	
	2nd Choice:
	     

	Room layout:
	[bookmark: Check9]|_|	Classroom (rows)
[bookmark: Check10]|_|	Theatre
	[bookmark: Check11]|_|	U-shape
[bookmark: Check12]|_|	Banquet (groups)
	|_|	Breakout rooms
[bookmark: Check8][bookmark: Text2]|_|	Other:      

	Type of Support:
	
[bookmark: Check13]|_|	Registration
[bookmark: Check15]|_|	Confirmation to participants
|_|	Name Tags
|_|	Promotion tasks

	|_| Evaluations
[bookmark: Check51]	|_| Use standard MDE evaluation form
 	|_|	Program office will provide evaluation forms on-site
	|_|	Handle CEUs/SEMIs
|_|	Signs posted directing participants to meeting room
|_| Audio/Visual assistance
     (ex. relocating microphones)
[bookmark: Check22]|_|	Other:      

	Additional information:      

	


Confirmation Email Wording:      

	VIRTUAL FACILITATION 

	Type of Support
	
|_| Webinar
|_| Virtual Professional Development
|_| Virtual PLCs
|_| Virtual Conference


	Secure Zoom Access?
	
|_| Yes	|_|  No  

If yes, do you want the session recorded?      
If no, provide the name and email of the person providing this information       

	Zoom Application Requirements:
	
If RESA is providing the Zoom, please indicate which settings need to be selected upon scheduling the meeting

Registration  |_| Required

Security         |_| Passcode          |_| Waiting Room

Video   |_| Host                 |_| on          |_|   off
              |_| Participant     |_| on          |_|   off
                      
Audio    |_| Telephone         |_|  Computer Audio    |_|   Both

Meeting Options
   |_|  Enable join before host
   |_|  Mute participants upon entry
   |_|  Only authenticated users can join
   |_|  Breakout Room pre-assign
   |_|  Record the meeting automatically

Additional Information:      


	Facilitation categories:
	
|_|	Registration
|_|	Confirmation to participants
  |_|  Facilitator
        Promotion Tasks
	
            Evaluations
	|_| Use standard MDE evaluation form
 	|_|	Program office will 
      provide evaluation 
      forms online
	
|_|	Handle CEUs/SEMIs
|_| Audio/Visual assistance
     (ex. relocating microphones around the room)
|_|	Other:      

	Additional information:      

	Confirmation Email Wording:      







	WORKSHOP MATERIALS, PRINTING, AND DUPLICATION (If provided by the RESA)

	
|_|  Note pads
|_|	Pens
|_|	Other:      
	
[bookmark: Check19]|_|  Printing
|_|	Duplication
|_|	Shipping of materials
|_|  Electronic Upload of Materials


	Additional information:      



	AUDIO/VISUAL

	[bookmark: Check1]|_| Podium with microphone
	[bookmark: Text1]Quantity:      
	[bookmark: Check42]|_| LCD projector/screen
	Quantity:      

	[bookmark: Check23]|_| Audience microphone
	Quantity:      
	[bookmark: Check45]|_| Laptop
	Quantity:      

	[bookmark: Check24]|_| Lapel microphone
	Quantity:      
	[bookmark: Check47]|_| Computer/laptop sound projected through house sound system

	[bookmark: Check49]|_| Headset microphone
	Quantity:      
	[bookmark: Check50]|_| Internet access - presenter
	[bookmark: Check48]|_| DVD player

	[bookmark: Check46]|_| Other:      
	|_| Internet access - audience
	

	Additional information:      



	FOOD AND BEVERAGE:  Federal Funds may not pay for food, refreshments, water or snacks.  Any refreshments provided at an event using federal funds must be paid for using non-Federal RESA funds.

	Refreshments:
	|_| Morning and Afternoon
Note: Morning refreshments will include water, coffee, and soft drinks 

	Vendor/Caterer:
	1st Choice:      		2nd Choice:      

	Additional information:      

	

	CEU/SEMI CREDITS (applied for by RESAs)

	Request for CEU credits:
	[bookmark: Check36][bookmark: Check37]|_| Yes	  |_| No		Number of credits:      	

	Request for SEMI credits:
	[bookmark: Check39]|_| Yes	  |_| No		Number of credits:      	

	Trainer(s) name and title:
(trainer fees paid by MDE)
	     

	Trainer(s) Biographical Sketch Attached: |_| Yes	  |_| No

	Timed Agenda Attached: |_| Yes   |_| No				

	Number of Contact Hours of Instruction:      

	Additional information:      



Regional Education Service Agency (RESA) Facilitation Request Form
Regional Education Service Agency (RESA) Facilitation  Request Form


[image: A red and black sign with white text

Description automatically generated]
North MS Education Consortium
	
Cost Proposal for SREB Essentials for College Courses Training in ELA/Literacy or Math 
MDE Contact:  Office of Secondary Education, Tammy Crosetti


	Facilitation (Virtual) RESA- _________________
Promotion of Workshop
Registration 
Processing Credits

* July 26-30, 2021
	Cost proposal

July 11-13- $1,000.00
July 14, 15, 25- $1,000.00
July 26-28 - $1,000.00
 *SREB  Essentials for College Literacy/Mathematics (80 people per session/6 sessions)


	SREB Contractual
	$36,630.00


	Sub-total
	$39,630.00


	Fiscal Agent Fee 5%
	$1,981.50


	Total 
	$41,611.50




MDE Signature:  ______________________________________________
Date:  __________________________________________



Sample Initial Cost Proposal 


	TO BE COMPLETED BY THE REQUESTING OFFICE

	Program Office:
	    

	Event Name:
	    

	Date(s):
	    
	Location(s):  
	



	AVAILABLE AUTHORITY
	State Funds
	Federal Funds
	ESSER Funds
	OPD Verification

	Original Contract Authority Amount
	
	
	
	

	Current Contract Authority Amount (per RESA spreadsheet):
	
	
	
	 

	Cost Proposal Amount (per NMEC):
	
	
	
	 

	Difference Contract Authority vs Cost Proposal Amount (Deficit)/Excess:
	
	
	
	 

	Contract Authority Line Item to use for this event:  
	
	Cost Center:  
	



Are proposed costs within the approved contract authority amount as per the RESA contract spreadsheet? 
 Yes. If yes, and sign certification statement below and submit NMEC Cost Proposal and requisition to Professional Development for approval.
 No. If no, do not submit RESA packet to Professional Development as there is not sufficient contract authority to proceed with the event.
I certify that this event was planned as part of the RESA contract authority, and the proposed costs included in the attached NMEC cost proposal do not exceed the amount and funding source authorized per the RESA contract spreadsheet.

													
Program Office Budget Signature				Date
	
												
Director Signature						Date

TO BE COMPLETED BY THE OFFICE OF PROFESSIONAL DEVELOPMENT:
	Request # 
	Date Received:  
	Date in Trumba:  
	



 Approved
 Disapproved
 Approved with marked changes

												
Director of Professional Development				Date
Regional Education Service Agency (RESA) Approval  Request Form

COMMENTS: 																													
	[bookmark: _top]Title
	


	Location Type
	 In-Person
 Online
 Hybrid

	Venue
					

	Start Date
	
	End Date
	
	Repeat?

	Start Time
	
	End Time
	
	

	
Event Type

 Conference
 Face to Face 
 Meeting
 Webinar
	


	
Subject Area
	
 *All Content Areas
 Advanced Learning
 Arts
 Business Technology
 Child Nutrition
 CTE
 Early Childhood
 ELL
 English Language Arts
 Foreign Language

	
 Health and P. E.
 Intervention Services
 Library and Media
 Literacy
 Math
 Science
 Social Studies
 Special Education
Other  __________________

	Grade Level
	 PreK-K
 K-2
 3-5
 6-8
 9-12
	Registration Contact Information
	

	MDE Contact Name
	

	Phone #
	

	Email
	

	Description
	












	Web Link
	


			[image: A logo for a department of education

Description automatically generated]
Professional Development Calendar (Trumba) Entry Form






The information shown below in red must be added to the invoice received by the program office.
Please fill out the stamp information completely.


Invoices Received Date:
Goods Received Date:
Conditions of Goods
Acceptable
Unacceptable
Contract #
Purchase Order #
Funds/Cost Center:
Payment Approval Signature:

Line Number from PO to be used:  

[image: A logo for a higher education

Description automatically generated]
Regional Education Service Agency (RESA) Red Stamp for Invoice


	TO BE COMPLETED BY THE REQUESTING OFFICE

	Program Office:
	    

	Event Name:
	    

	Date(s):
	    
	Contact Name:  
	



	DISPOSITION OF DOCUMENT BY REQUESTING OFFICE:

	    
	Approved
	I have reviewed this contract request and have determined that these services are needed and cannot be provided by current staff. I certify that funds are available in my budget to fund this contract. I understand that the RESA cannot move forward obtaining services until this request for services form is completed and signed by all parties.

	    
	Disapproved
	Comments:

	    
	Approved with marked changes
	

	Date:
	
	Bureau Director Signature:
	



	DISPOSITION OF DOCUMENT IF FEDERALLY FUNDED:

	    
	Approved
	Comments:

	    
	Disapproved
	

	    
	Approved with marked changes
	

	Date:
	
	Grants Management Signature:
	



	DISPOSITION OF DOCUMENT BY COMPLIANCE OFFICE:

	    
	Approved
	Comments:

	    
	Disapproved
	

	    
	Approved with marked changes
	

	Date:
	
	Compliance Director Signature:
	




	DISPOSITION OF DOCUMENT BY PROFESSIONAL DEVELOPMENT:

	    
	Approved
	Comments:

	    
	Disapproved
	

	    
	Approved with marked changes
	

	Date:
	
	PD Director Signature:
	




	DISPOSITION OF DOCUMENT BY OFFICE OF EDUCATOR CONTINUUM:

	    
	Approved
	Comments:

	    
	Disapproved
	

	    
	Approved with marked changes
	

	Date:
	
	Continuum
Director Signature:
	



	DISPOSITION OF DOCUMENT BY CHIEF:

	    
	Approved
	Comments:

	    
	Disapproved
	

	    
	Approved with marked changes
	

	Date:
	
	Chief Signature:
	



	
[image: A logo for a higher education
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Regional Education Service Agency (RESA) Contractual Request Form






	Requesting Office
	

	Office Contact(s)
	

	Date of Request
	

	Name of Event:
	

	Service Type
	· Speaker
· Development of Training Materials
· Other _________________________________________




Any requested services must directly benefit and be provided to LEAs. The purpose of this document is to ensure that a clearly defined scope of work is provided and used in a competitive process.

	SCOPE OF WORK

	Location (City, District and/or Region):
	

	Type of Services: 
(Virtual, Face to Face, Hybrid, etc.)
	

	Service Recipients: 
(Specify the target audience/population to be served through this service)
	

	Training/Purpose:
(This information should be included in the fiscal year planning documents)
	

	Timeframe:
	

	Deliverables:
	

	Timeline for the Deliverables:
	

	Evaluation Criteria for Services:
	

	Additional Information:
	

	Detailed Description of Contractual Services to be Performed (extend box as needed:



	

	Dates of Contract:
	Beginning of Contract Period:
	End of Contract Period:

	Contract Amount:
(not to exceed)
	Under $5,000.00
$5,001.00 to 50,000.00 
Over $50,000.00

	Source of Funds:
	State
	Federal
	Other
(with description)



	MINIMUM QUALIFICATIONS

	Any Specific Knowledge Related to the Scope of Work

Experience/Years:

	Education/Years:

	License/Certification:

	Special Qualifications:

	Additional Desired Qualifications:



	QUALIFIED VENDORS:  Program Offices Must Provide a Minimum of Three Qualified Vendors

	Vendor One:
Vendor Point of Contact (POC) Name: 
Email Address:
Phone Number:

	Vendor Two:
Vendor Point of Contact (POC) Name: 
Email Address:
Phone Number: 

	Vendor Three:
Vendor Point of Contact (POC) Name: 
Email Address: 
Phone Number: 



	[bookmark: _Hlk145487442]JUSTIFICATION OF REQUEST

	Request should include assessment of current personnel resources.




	CONSEQUENCE OF CONTRACT BEING DISAPPROVED

	How will disapproving this request impact students, teachers, and administrators?




	EVALUATOR FORM

	Evaluator from MDE for evaluation (only one) contact information:






Mississippi Department of Education
Office of Professional Development
RESA Contract Trainings/Conference Worksheet
FY24 First Half: (July 1, 2023-June 30, 2024)
Purchase Order (1)  Only for grants that will be liquidated by December 31 on this form.

Office:
· [bookmark: _Hlk143607968]This Purchase Order is only for those lines that must be liquidated by December 31, 2023.
· Please complete the chart below to indicate amounts and budgets(s) to be encumbered for FY24 (first half) for Trainings/Conferences.
· Once all needed signatures have been obtained, a copy of the requisition will be provided to your office.

Note: A single budget source should be on the chart only once with the amount to be encumbered for that budget source.
	[bookmark: _Hlk143088482]Cost Center
	Funding Code
	Internal Order
	Grant 
	Line Name/Description 
	Amount
	Grant Liquidation
Date 
(if applicable)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




Executive Director								Date
Please scan and e-mail the form to pdservices@mdek12.org


[image: A logo for a higher education
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RESA Events Worksheet First Half PO #1

Mississippi Department of Education
Office of Professional Development
RESA Contract Trainings/Conference Worksheet
FY24 First Half: (July 1, 2023-June 30, 2024)
Purchase Order (2)  Please do not include any grants that will be liquidated by December 31 on this form.

Office:
· This Purchase Order is only for those lines that will not need to be liquidated by December 31, 2023.
· Please complete the chart below to indicate amounts and budgets(s) to be encumbered for FY24 (first half) for Trainings/Conferences.
· Once all needed signatures have been obtained, a copy of the requisition will be provided to your office.

Note: A single budget source should be on the chart only once with the amount to be encumbered for that budget source.
	Cost Center
	Funding Code
	Internal Order
	Grant 
	Line Name/Description 
	Amount
	Grant Liquidation
Date 
(if applicable)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




Executive Director								Date
Please scan and e-mail the form to pdservices@mdek12.org
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RESA Events Worksheet First Half PO #2

Mississippi Department of Education
Office of Professional Development
RESA PDC Salary/Fringe, Admin & Travel Worksheet
FY24 First Half: (July 1, 2023-June 30, 2024)
		
Office:			

· Please complete the chart below to indicate amounts and budgets(s) to be encumbered for FY23 (first half) for Professional development coordinators salary/fringe, admin & travel.
· If there are individuals in the Regional Service Delivery Model who are funded through the office budget(s), Professional Development will assist your program office with adding those amounts to the appropriate line when preparing the requisition.
· Once all needed signatures have been obtained, a copy of the requisition will be provided to your office.

Note: A single budget source should be on the chart only once with the amount to be encumbered for that budget source.
	Cost Center
	Funding Code
	Internal Order
	Grant 
	Line Name/Description 
	Amount
	Grant Liquidation
Date 
(if applicable)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




Executive Director							Date  


Please scan and e-mail the form to pdservices@mdek12.org
[image: A logo for a higher education
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RESA PDC Worksheet First Half 
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	Use this form to transfer authority from one program office to another within the RESA MEGA Contract.  Form must be fill out completely with a detailed description/justification for the transfer.  All signatures must be obtained before sending the form to Professional Development (PD) for processing.


	MDE Contact Name:
	

	Phone #
	

	Email:
	

	Description/Justification for the Transfer of Authority
	










	From:
	To:

	Cost Center:
	
	Cost Center:
	

	Grant #:
	
	Grant #:
	

	Internal Order:
	
	Internal Order:
	

	G/L Code:
	
	G/L Code:
	

	PO # and Line #:
	
	PO # and Line #:
	

	Dollar Amount:
	
	Dollar Amount:
	

	Approvals

	Requested by Program Office:
	

	Requesting Bureau Director Signature:
	
	Date:
	

	Transferring Program Office:
	

	Transferring Program Office Bureau Director Signature:
	
	Date:
	

	PD Use Only

	Date and Quarter Received:
	
	Number of Requests this Quarter:
	

	Date Processed:
	






[image: A logo for a higher education
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Contract Authority Transfer Form

Sample Planning Document Spreadsheet
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Program Fund Transfer/Coding Correction Form

Description/Justification for Transfer or Coding Correction:

From:

Cost Center:

Grant #:

Internal Order:

G/L Code:

Dollar Amount: $

Approvals

To:

Requested by:

Requesting Bureau Director:

Requesting Bureau Chief:
Budget Director:
Accounting Director:

Chief of Operations:

Date:

Date:

Date:

Date:

Date:

Date:

Central High School Building
3509 North West Street

P.O. Box 771

Jackson, MS 39205-0771

Phone (601) 359-3525
Fax (601) 359-2326

www.mdeki2.org
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